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INTRODUCTION

These training session notes have been created to provide background information and useful hands-on experience of using
the Stores module within TemplaCMS. They are designed to complement the training and assist you at a later stage when
away from the training environment.

STORES SET UP

There are two key types relating to stores that drive the management of orders and costs.

Order Types:

Direct Goods are delivered directly from the supplier to a customer site.
To Stores Goods are delivered from the supplier to the warehouse(s).
Transfer Goods are transferred from the warehouse(s) to a customer site.

Purchase Types:

Materials These are products considered inclusive in the DOC contract billing, i.e. they relate to the basic
products used for cleaning.

Consumables These are additional products requested by the customer to be provided throughout the year, where
contract billing takes place, e.g. one-twelfth is billed monthly and then reviewed during the year for
overs/unders. An example would be toilet rolls.

Recharges These are any other additional products that are ad-hoc purchases that will be billed separately.

System-wide settings and/or defaults for Stores control can be set up from the System Control > Stores menu.

731 system Control - Stores

File Tools Help

@ Close H Save

Budgetary control frequencies Documents
Budgetyearenddate | 31032012 [+ ] Mobile device Picking list analysis level | Contract Manag [ |
Count Basis Description and stores orde. Delivery note analysis level Contract Manag [
\ \ o
1| Menttly [} Fixed percd ] Wershly Stores form analysisl.. | (Mot sef)
3| Monthly [=] | Rolling perio [+] ' Rolling quarter Il
12| Monthly Rolling perio [=] | Rolling year o
0| Motset (=]l [Rotting perio = m [ Control supplier order redistribution
0| Notset [=] | Relling perio [+ ] Order number prefix
[ Suppress suffix?
Budget managementlevel | Operations Manager [+ |
Defaults Eilling
Order type Al [=] [ Mandstory client PO on stores billing Recharge requires billing?
Internal store A @2
RCCPREGULAR e Transfer costing | Last Cost [+]
Price gro.. 30% Standard Price List =@

[F] Auto post an approval

Cancel Remainders
Recharge billing

Direct — INo  [w] Transler jno [ Testres fno [ Splithy @ None () Month () Client FO ref () Delivery () Month and client PO ref

[] Inveice when complete?
Stores order requests

Stores order workflow path | Stores order approval SO | Delivery signoture

["] Required?
Supplier/product cost change tolerance
— = = Processing
Auto manage product cost changes Cost changes on invoice within the tolerances will
be automatically applied as ‘last cost' 1 allows orders to progress directly to received.
Increase | (.00% | Decrease | (.00%  |Beyond tolerance will require workflow approval without approval or GRN entry. ; ) X
This option is only relevant where solely ‘Direct’ orders are in use.
Document Ref: TEAM TemplaCMS - Stores.docx Version: Page 5|68

© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Budget control frequencies - this allows the budgets to be measured in different ways over certain periods, e.g. 'Fixed period',
or 'Rolling period' budgets. The Mobile device and stores order form tick box determines which budget frequency will be
printed on stores order forms.

Purchase cost types - need to be created for each of the three types of purchase used. This will enable each of the three to be
linked to the Nominal Ledger.

Purchase task types - stores ordering in TemplaCMS is not task-specific, however, site transactions require that all cost and
revenue transactions are associated with a task type. Three different Purchase task types must be set up for the matching
purchase types: materials, consumables and recharges; further purchase types can be set up, as required. Overrides for these
can also be set up from the product groups or categories.

Defaults - defaults for orders can be specified, but can also be overridden when entering the order.

Cancel remainders - when less stock has been delivered than the amount requested, the remainder of the order can be
cancelled if necessary. If they are not cancelled, the items that were not delivered will go on to ‘back order’. This can be set for
each type of order i.e. Direct, Transfer or To Stores.

Default mandatory PO on stores billing - ticking this option will force users to enter PO numbers on all stores order recharge
billing lines.

Force recharge billing document separation - when ticked, a separate invoice for each different PO reference per client will be
generated where they are entered on stores orders, regardless of whether any groupings or consolidation setting are defined
on the contract billing tab.

Invoice when complete - when ticked (under the Recharge Billing section) only invoice recharge billing when an order has been
fully delivered or where any remainders have been cancelled.

The options for Transfer costing are FIFO and Last Cost.

Auto post on approval - all stores orders require workflow approval before posting. Once approved, a user must post the
order. Only once the stores order is posted can documents be created. If the option Auto post on approval is ticked when a
stores order is approved, the order will automatically be posted. Document distribution via e-mail and/or export will also occur
automatically, depending on the supplier set-up.

System Control configuration options also exist for last cost tolerance changes, via Increase tolerance %’ and Decrease
tolerance %.

Where the last cost change is detected, and where the % difference exceeds any of the tolerances, an action can be
sent through a workflow for specific excessive last cost change approval or rejection.

Where the excessive last cost change is approved, or the % difference is within both of the defined tolerances, the
change will be accepted and automatically applied to the product/supplier record, ensuring product audit records
are also generated.

Last cost maintenance also allows a managed automatic process for updating the last cost directly from supplier
invoices received.

Auto manage product cost changes - when ticked, during the posting of a purchase invoice with product lines (excluding those
with an ad-hoc status), the unit cost on the invoice line will be compared to the currently held product/supplier last cost. If it
differs, this will update the last cost of the product as per above.

Documents - the following options can be set for stores documents:

Picking list analysis level - this can be analysed based on business analysis levels.
Delivery note analysis level - this can be analysed based on business analysis levels.
Stores form analysis level - this can be analysed based on business analysis levels.
can be set to be automatically be analysed based on business analysis levels.

Control supplier order redistribution - this is an optional control process to help prevent duplicate documents being sent to
suppliers. A workflow path for Supplier order redistribution control needs to be set up if this option is used.

Once enabled, if a user attempts to distribute a stores order which has already been distributed, they will be
prompted by a message informing them that the redistribution requires approval, and that if they want to proceed, a
reason code must be entered.
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Confirm action

approval,
Continue?

Sorme of the selected supplier arders will require redistribution

=]

Feazon

Supplier order redistribution requires approsal.

Original document lost

Cancel |

Once approved, a user will then be able to redistribute the store's order as needed. The orders history will be
updated for any redistribution, and so offers an audit trail.

Order number prefix and Suppress suffix - these options control whether a prefix and suffix are added to stores orders

when printing.

Delivery signature - if the Required box is ticked an attachment type need to be specified against which to record the
signature. This is mainly used on mobile devices where a client may sign when goods are delivered.

At least one Site and one Contract need to be set up as a minimum. On the Site Detail screen, the Stores type must be set to

Internal stores.

Site Detail - WAREHOUSE

Cend)-

General

J e d

Close | Previous MNext Save

Navigate Save

a\ Properties  Businessanalysis  Marketinganalysis  Contacts

Client
Code
Name

Address

Town

County

Postcode

‘Working/cleaning weeks per year
Stores type

Site type

Default mailing contact

Timesheet entry style

Building reference

SIC code

= Notes
' Attachments

=] Process shests
Other

WiIH
WAREHOUSE
MAIN INDUSTRIAL EST

Tonbridge
Kent

5214

Internal stores £93

Standard ~

(not set)
Default method

[] Managed building?

[=] Create mail

e E 3 -
nh e e U
Site Consolidated  Roster Geofence  Transactions

contracts  invoice groups -
Record

Locastions  Time and attendance  T&A configuration  Stores ordering
)
Current ~

[] DBS check required?

[ Vetting required?

[] PPE required?

[] Food hygiene certificate required?
[ Exelude from Bl reporting?

v 7

Reports  Site

- binder

Equipment items

On the contract associated with the Warehouse site, only the minimum details need to be entered (no tasks, budgets,

calendars, payroll etc.)
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Contract - WAREHOUSE

| General |
I . Notes [ Create mail { h /
e d = QF SO A B P ¢ MUP 4
ttachments
Close Previous Mext | Save || Werkflow New  Suspend Terminate Excel Roster Checkworking Show  Transactions  Reports  Schedule  Site  Budget
) Process sheets version contract  contract time conflicts  audit - - binder  summary
Navigate Save Other Werkflow Record
[Genersi| Tasks Calendar Budgets Pay \orkbillk Stores HS  Biling QA  Properfies Audit Image
Reference [ | version [1 | tpe [Standard contract U Contractstarts [ovpi2020  [©
Contractends | (not sef) v
Client [ |
Site [ warEHOUSE o |
Description | wAREHOUSE |
Calendsr | Stendard L]
sikrgclenics
weeks per year
Min cover rate OR pay scale | |
Max cover rate OR pay scale | |
Default cover rate OR pay scale | |
s sttt

A Stores Template can be added to the Stores tab, which may be useful where control of products delivered to a warehouse is

required.

Single purchase order spend limit

Asingle purchase order spend limit can be set as a system-wide default, or per individual user from the Purchasing > Spend

Limits option available on the Maintenance menu:

L5 5 O s imit... O bt
g E; \ I 15 Spend Limit
es | General |
A
Close Save Saveand
new
MNavigate Save
| General | Dates
User | Manager & |%’|0|
System
Spend Limits

To stores order limit £1,000.00
Direct order limit £1,000.00
Transfer order limit £ 5,000.00

SpendlimitDetil

B 2020 Templa Computer Sysfems Lid E

When entering a stores order, the relevant user (or system level) spend limit will be retrieved, and the supplier level totals
(excluding VAT) from the order will be accumulated at this level. The results are shown on the Supplier Spend tab on the

budgets section of the order screen.

1 | ranster ostores (@ Uirect

| Repeat details |
oxrrer e [ | | e Ew [
Enter
EiE [ Head Office - Admin 8l 0ot sen -
Contract - - ——
" |HO- Head Offce - Admin E“ﬂ Consumables | 'Spend Limits
Order date 17012012 [~ Requieddste | 17/01/2012 [~ | Supplier Spent  Spend limit Variance
Ordered by
| Adam nistrator \g o con2 0
Special i
Drag a column header here to group by that column
emplate tegory roup raduct upplier ity Unit nit cos Zero cos Vatc Price g nit pric Unit 15t rice argin Partr
& Templa Caf G Prod! Suppli Qty Unit Unit cos Z Vatc Price g © Unit pric Uni Co: Price  Margin P:

If an order is sent for approval where the spent amount is greater than the spending limit an action will be sent through a
workflow for specific single purchase order spend limit approval or rejection.
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MAINTENANCE

New suppliers can be added from Purchasing > Suppliers (Maintenance menu) by clicking on New and entering the relevant
details for the supplier. It is advisable to use the same naming convention as for existing supplier accounts.

4 i') FE] TemplaCMS - Contract Management System -- TemplaCMS Dema - X
=" | General
2 e - yr B LY N Y ™ r o - o Del
Ko S BN} .c B L Checkduplicates 0 = @ i SN I j j < ﬂ\' D Delete
‘_J & C =] _ = C SR i \d \ \ : i
# & Auto refresh - # | R L ) Reinstate
Close Refresh Print Excel Expand Collapse Open | New | Copy View Create  Print Fiter  Un-fiter  Apply Change Select Publish |
mail  abel = selected  selected lastfilter  filter  filter format || 8 Show deleted
List Row Filter Status
Alerts  Sites Spend Limits | Suppliers x

Maintenance
=3 Payroll
=@ Billing
=3 Vorkbills

Drag a column header here to group by that column.

@ Purchase Types

@ Price Groups

@ Stores Templates

@ Stores Template Re

@ Stores Template Fro

@ Units

@ Price Group Review
=3 Equipment

v

2 =@ Purchasing 7 St Code Type Hame
@ Suppliers E & o] o] = = (]
o= g"dp‘f:u e BIFFA © Ovned BIFFA 0
@ Product Groups JANITORIAL @ Owined Janitorial O
@ Froduct Categories
@ Product Structure sug-con @ Owned Sub-contractor vacancy ]

Address Supplier - Approved Supplier?  Supplier - Insurance Expiry Date  Supplier - Supplier Tyr

m m

New suppliers in CMS can be sent to the accounts system by clicking on the option to Send to accounts, which will
automatically create the new supplier in the accounts system.

» 5') Jd s Supplier Detail - (new) - o x
= | General
J I I . Notes [ Create mail @ @
| E! ~
¢ Attachments
Close Save Saveand || _ Sendto | Transactions
e =) Process shests s -
Navigate Save Other Record
General | Properties  Contacts  Dates
~
Accounts system Accounts - PO Distribution
E-mail to contact ot set] ~
Code SUP000S Prospect <] B (ot sel
[ E-mail copy to originate. WARNING — orders will need to be printed manually
Name Blue Sky Cleaning supplies|
Address Self billing invaices
Default recipient contact  (not set) -
Town Cost type -
County -
E-Trading
Postcode
Telephone [ E-Trading?
Fax
Wiebsite
VAT [select one) <
Terms From invaice date ~ | days 0

Default mailing contact | (not set)

The preferred method is for any new suppliers to be manually created in the accounts system to ensure all supplier-related

details are fully populated and utilized.

PO DISTRIBUTION

If the System Control flag for Auto Post on approval for stores orders has been set, and the supplier has been set up with PO
distribution (via ticking the E-mail to contact and/or E-mail copy to originator boxes) and a contact has been specified,
documents will automatically be distributed to the supplier when the purchase order is approved.
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g s Supplier Detail - (new - ] x
e \ - s pp (new)
-
- General
-/'] l I l ! _ Notes [=] Create mail @ m
) ¢ Attachments
Close Save Saveand Send to Transactions
new 2] Process sheets accounts -
Mavigate Save Other Record
Generzl | Properties  Contactzs  Dates
A
Accounts system Accounts ~ PO Distribution
E-mail to contact v
Code SUPO005 Prospect ~ u
] E-mail copy to originate WARNING - orders will need to be printed manually
Mame Blue Sky Cleaning supplies|
Address Self billing invoices
Default recipient contact [
Town Cost type ¥
County ~
E-Trading
Postcode
Telephone [ E-Trading?
Fax
website

If e-trading is enabled on the supplier, the export will also be performed automatically.
If e-trading is not active, and no e-mail recipient contact is entered, a warning message will appear to inform the user
that manual printing will be required.

Products can be added and maintained from the Products option on the Maintenance > Purchasing menu and can be analysed
via Product Groups and Product Categories.

To add a new product, simply click on New and enter the relevant details. If the new product needs a new group, category or
price group these will have to be created first.

:‘:.1 Jd -
.

Products - (new)

General

Jdd o

Close Save

MNavigate

¢ Attachments

Save and Transactions
new -
Save Other Record

General | Price groups  Suppliers  Properties  Audit  Dates

Code

Description

Product type
Product category

VAT

Activity status

Sales basis

Min stock level

Units
Purchased as

Sold as

Stocked as
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GENERAL

Code - enter a product code

Description - enter a product description

Product Type - select a product type, the options are Standard, Equipment item, Hygiene services, Staged billing.
Product category - choose a relevant product category, additional categories can be created if needed.

VAT - if the product incurs a different VAT % choose the relevant VAT code, the system default will otherwise be used.
COSHH - a product can be marked as ‘COSHH’ (Control Of Substances Hazardous to Health) by ticking the COSHH box.

Monitored product? - products flagged as Monitored can be routed via a different workflow path during the stores order
process.

Non stock — non stock products allow the full use of the product database for standard description, costs and prices, and full
use of stores order processing. These could be used for frequent orders for consumables or services, e.g. stationery, vehicle
repairs, etc. The description can be overridden on the order line, e.g. stationery can then be changed to notepads. When
present on to-stores or transfer orders, non-stock products will be ignored from any stock control transactions.

Ad-hoc - an ad-hoc product allows the full use of stores order processing, however, ad-hoc descriptions and specific costs and
prices all have to be defined on the order line. These could be used for infrequent orders for consumables or services, e.g.
purchase of a new car. When selected to an order line, the existing ‘product’ button is replaced with a text entry box where
the user can enter the details.

Activity status - the status can be New, Active or Inactive.

Sales basis - the default is ‘1 unit’. On hygiene service type products, the sales basis may be changed to a frequency count and
basis, e.g. 1 month, to allow sales prices to be defined at a billing frequency. For example, servicing sanitary bins may be
defined as costing £20.00 a month, whereby the actual frequency of servicing is irrelevant.

Min stock level - this option is only available on Standard products and is used in conjunction with the Stock Balance report
which allows users to see which products are running low and require re-ordering.

Units - the Units in which the products are purchased, sold or stocked in, must also be entered. These can be created from the
Units option on the Purchasing menu or ‘on the fly’.

The product list also shows the ‘Supplier unit cost’. By default, this will show the preferred supplier cost. Filtering the
product list by a supplier will cause the selected supplier cost to be shown instead.

PRICE GROUPS

From the Price groups tab on the product, Fixed prices and Markup percentages can be added to the list of available price
groups.

“'*.l Ja@as s Products - 10 Litre Kitchen Caddy Bin - O X

General

i _,,J <]‘:| |:> H _ Notes g

| ¢ Attachments

Close Previous Next Save Transactions
Mavigate Save Other Record
- General [} si| Suppliers  Properties  Audit Dates  Image
| Fixed price Markup percentage | Zero price status Sales unit Supplier unit cost Final price
: £50.00 A00% Mot applicable |
£0.00 10.00% | Mot applicable | ..
£0.00 00% Mot applicable |

The Price groups can also be accessed directly from the Maintenance > Products menu (see Price group section below).
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SUPPLIERS

From the Suppliers tab a supplier (or suppliers) for the product can be added as well as details like the minimum and
maximum order quantities and unit cost (last cost).

| e _ — . X O %
| :‘] _J # | = Productsuppliers - 10 Litre Kitc...
-

General

Ve 9 @

Close Previous MNext Accept  Accept
and new

Navigate Save

:| Productsuppliers

Supplier Lanitorial] @
Preferred supplier?
WAT (Select for override) ~
Part no. BINDO7
Last cost £5.700| per Each

|
| Order quantity limits

Min 0 Max 0| Each
Note, product level purchasing limits are used when ordering for in_ternal stores.

‘when ordering for a client site, any specified template ordering limits may
override this.

Where there is more than one supplier, the preferred supplier can be marked by ticking the Preferred supplier box, which
enables the system to know which supplier to use when placing an order.

AUDIT

All changes made to a product or its attributes are automatically audited. The audit trail can be viewed from the Audit tab on
the product screen:

‘:'1 Jae il Products - 10 Litre Kitchen Caddy Bin - g X
94

General

’/] <‘;| C> H _ Notes g

i ¢ Attachments
Close Previous Next Save Transacticns

-

Mavigate Save Record

General Price groups  Suppliers Dates  Image

Drag a column header here to group by that column.

Added By Section Details
p 240032020 141728 Support Templa-.. | General Product added - 10 Litre Kitchen Caddy Bin
24/03/2020 14:17:28 Support Templa-.. | Suppliers 10 Litre Kitchen Caddy Bin

Supplier added
Supplier - Jamtonial

16/04/2020 14:51:45 Support Templa-.. | Price Groups HS default
Price group changed -
Fixed price - £50.00 ™ changed from £0.00
16/04/2020 14:51:45 Support Templa-.. | Price Groups Standard
Price group changed -

Markup percentage - 10.00% ™ changed from .00%

Purchase analysis codes can be assigned at System Control level for each purchase type (i.e. materials, inclusive consumables
and recharges), which drives the NL assignment for supplier purchase invoice costs, but this can also be set at either product
group or product category level.
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Product Groups (Maintenance > Purchasing menu) provide a means of grouping certain types of products together which

allows for easier product analysis, reporting and maintenance etc.

Product Group List

Drag a column header here to group by that column.

Catering Product
Cleaning Equipm
Cleaning Product
Dispensers
Gloves
Machinery

Other

Faper

Faolythens

FFE

Body Care
Handcare

Spares, Parts &

2 St Code Description
ojfo] 0|

Catering Products

Cleaning Eguipment

Cleaning Products

Dispensers

Gloves

Machinery

Other

Paper Products

Paolythens Sacks & Liners

PPE Uniform & Protective Wear
Shower Washing & Suncare Products
Soaps & Hand Creams

Spares, Parts & Other

Product Groups can further be broken down in Product Categories (Maintenance > Purchasing menu), each Product Category

belong to a Product Group:

Product Categones List

Product group J‘l

g | 5t Code Description
== =

Product group : Cleaning Equipment (1 item)

Brushes & Scrap  Brus

Cleaning Chemic = Clea

=l Product group : Cleaning Products (15 items)

hes, Brooms, Scrapers

Buckets Buckets

ning Chemicals

Cloths & Dusters | Cloths & Dusters

Floor Chemicals | Floor & Carpet Care Chemicals

Floor Pads Floor Pads

Dishwashing Hand & Machine Dish \Washing Products
Mops & Accesso | Mops & Accessories

Sanitising & Tele | Sanitising & Telephone Wipes

Scourers & Pads | Scourers & Pads

Signs Signs

Trigger Ecttles Trigger Eottle & Sprays (Empty)
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The Product Structure (Maintenance > Purchasing menu) option shows a structured view of products held in TemplaCMS and

their relationship to templates, price groups and suppliers. Taskbar options allow groupings of Products in Suppliers, Products
in Price Groups and Products in Templates.

g N slets | Product Stucture
Maintenance Product Structure
=2 Lser Access/Securiy
=2 Business Stucture Drag a column header here ta group by that calumn.
=3 Budgets "
a2 Payrol Product Supplier Price group Template
=3 EBiling BAGOOOT - Black Refuse Sacks » 20 POO1E - PATTERSOMS (BRISTOL)L PLOOOT - Standard Price List Stores0002 - Rechaged Consumables
= Furch.
= @ Sonpls BAGOOD - Black Refuss Sacks 20 PODTG - PATTERSONS BRISTOLIL  PLOM! - Standard Price List StoresD007 - Inclusive B &' Bags
= ™3 Products BAGOOOT - Black Refuse Sacks = 20 POOME - PATTERSONS (BRISTOL)L PLOOO - Standard Price List Stores0011 - Inclusive Consumables
@ Products
@ Product Groups BAGOOD! - Black Refuse Sacks w20 POD1G - PATTERSONS (BRISTOL)L  PLOODT - Standard Prics List Stores014 - BAGS
@ Product Categories BAGOOOT - Black Refuse Sacks = 20 POOE - PATTERSOMS (BRISTOL)L PLOOOT - Standard Price List Stores0022 - BAGS (exc BAGOODZ)
@ Froduct Stucture
@ Price Groups BAGOOD - Black Refuse Sacks » 20 FODTE - PATTERSONS (BRISTOLIL PLOODT - Standard Price List Stores0268 - Recharged Consumables -R0784/01
g am_:es Templates BAGOODT - Black Fefuse Sacks x 20 POD1G - PATTERSONS (BRISTOLJL  PLOOOT - Standard Frice List Stares0274 - Recharged Consumables - GOO0T
nits

It may be preferred to manage sub-contracted periodic work via issuing a stores order for the services required rather than
generating ad-hoc workbills. The costs can comprise many different types of service (e.g. equipment hire, specialist
technicians etc.) some of which are also used outside of periodics.

To isolate these costs streams to periodic work, the products used through stores orders need to be differentiated from those
same products used as materials, consumables and recharges but without setting up a duplicate set of products for this
purpose.

To achieve the above it is possible for users to manually define additional Purchase Types.

New Purchase Types can be defined from the Maintenance > Purchasing > Products menu:

Purchase Types

- . il - — O .
Drag a column header here to group by that | I W ol H ¥ Purchase type detail - (new)
e e
& St Code Description - General
l [=]| [=] [=] ,’] l I l !
ADHOCMATERI | Ad hoc materials |
Close Save Saveand
CONSUMABLES = Consumables
new
| | MATERIALS Materials WErizais -
RECHARGE Recharge General | Dates
Code
Description
Nature Materials v

[ Client confirmation reguired?

The Nature value can be set to Materials or Consumables. Any number of other Purchase types can be defined.

At Stores Order entry time the relevant Purchase Type can be selected if not defaulted in from the product template.

Price groups can be accessed directly from the Maintenance > Products menu from where a list of contracts assigned to the
Price group can be viewed.

Fixed prices and Markup percentages can be added to the list of available price groups.
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@ Jaw d s Price Group Details - Standard - d X
’—[ General ]
Jeasd € =5

Close  Previous Expand Collapse Print  Excel
all all
Other

General | Products | Contracts  Dates

Drag a column header here to group by that column. i

¥ Preduct Preduct group Preduct category HS sales basis Sales unit Fixed price Markup percentage Final price Supplier unit cost
=] =] =] = =] =] = =] =
p I TSERVE .| Bins Eins 1 Unit Each 00 10.00% 6.27 5.700;

Itis also possible to assign a Price group to a contract from this option (please see the Price group review section below for
more information).

: File Tools Help
a Close H Save B Saveand new <@ Previous S MNext ™3 Expandall ® Collapseall é

General  Products Dates

Drag a column header here to group by that column.

Contract Contract start date  Contract end date ol
) AMER/OT- AMER ALEXANDERO1  01/01/2011
MCFP/O1 - MCFP 2ND 01 1110372011
MGCS/01 - MGCS PIGEON 01 ootzon
MPIC/01 - MPYIC 8-3 01 ootzon
WRCHIOT - WRCH CHEAPSIDE 01 03/03/2011

RCCP/01 - RCCP REGULAR 01 26/11/2004 v

Open show all lz‘

—— © 2013 Templs Computer Systems Lid

From the ‘Supplier’ tab, a supplier (or suppliers) can be added for the product as well as details like the minimum and
maximum order quantities and unit cost (last cost).

i File Teols Help
a Close ﬂ Save B Saveand new <3 Previous Bp Next | b Motes § Attachments
General  Price groups Audit  Dates

IDrag a column header here to group by that column _

Supplier Part code Unitcost Purchase as Min order
b PLANTFORCE £374.400 Tree 0

@-—.I Jae s Price Group Details - Standard - u x
General }
Jao H C =59
Close  Previous Expand Collapse Print Excel
all all |
Other ‘
Drag a column header here to group by that column.
Product Product group Product category HS sales basis Sales unit Fixed price Markup percentage F
O] O] O] O] = = =
> |ITSEHVE... Bins Bins 1 Unit Each 00 10.00%
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Stores Templates can be used to control what products can be ordered per site as well as to differentiate for example between
Re-charges and Materials / Consumables. In addition to the above Stores templates also control which mobile device users

can raise Stores Order requests for the relevant template.

When placing a Stores Order from a template the products listed on the template will automatically be pulled on to the order
from where a user can then enter quantities required etc. One or more specific templates can also be assigned to a contract
and in doing so, this will control what products can be ordered on the specific contract.

A new template can be created from the Maintenance > Purchasing > Stores Templates menu:

Store Template - ABC consumables

O x

e d -
.

General

Jan e = 58

Close  Previous MNext Save Expand Collapse Print  Excel
all all
MNavigate Save Other

Products  Contracts  Mobileusers  Dates
Code ABC-CON
Description ABC consumables
Purchase type Consumables

GENERAL

Code - enter a code for the Stores Template.

Description - enter a description.

=@

Purchase type - select the relevant Purchase type for the template. Ultimately these will be placed on an order line, so the
system knows how to handle the product for costing, budget and billing purposes.

PRODUCTS

As products are added to the template, Min/Max order quantity limits can be specified:

Store Template - ABC consumables ks

£l an s
i$3)

z a
General
lel
(N a
y [ -
N 4 H s @ # |
Close Previous Next | Save | Expand Collapse Print Excel
Navigate Save Other
General | Products | Contracts  Mobileusers  Dates
Drag a column header here to group by that column. -
F Product ST B s Stores Template Product - ABC co..
=] = g E—
N ITSERVE - 10 Litre Kitchen Caddy Bin =idel

EL613 - 10 Metre Extension Lead Orang

SUPREME - 10Kg Econowash Non Bio v -J
WLSTRE12L - 12 Inch Stiff Red Deluxe E Close
KMT12 - 12 Oz Kentucky Mop Head Col:
CXS512J8 - 12 Twine Socket Mop Blue

9 @
Accept  Accept

and new
Navigate Save

General | Dates

Product |

1<
Add multiple E—

Olride preferred supplier
[

Order quanity limits
Min 0| fsales unif]

As products are ¢ = Max o

When ordering outside of the Min and Max quantities specified on the template, the system will create an exception to

indicate this to the user (see below for further information on this).
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Each product also allows the selection of a preferred supplier at group, category or product level. It may be the case that the
preferred supplier for a product varies based on where in the country the site is located. If a certain supplier is preferable, they

can be selected from the dropdown menu when adding a new product to a template.

When a product is added to a stores order via the Build from contract or Add template options, the preferred supplier from the
template will default if specified, else defaulting to the current group, category or product assignment.

CONTRACTS

The Contracts tab lists all the contracts to which the template is assigned and allows drill down into the contract itself.

The Stores Template Review process available from the Maintenance > Purchasing > Products menu allows user to manage the
assignment (or indeed removal) of Stores Templates on contracts.

To bulk assign or remove a Stores template from contract a New review batch can be created:

Stores Template Review Batch - (new)

s

S IEL B
[y

General

-’J H I.EJ ,A) .J Delete

Close Save Review Post
items
Navigate Save Batch

Extraction  Action
Batch number new batch
Diescription

Accounts system

GENERAL

Batch number - the system will automatically generate the next batch number.

Description - enter a relevant description.

Accounts system - select the relevant Accounts system.

EXTRACTION

This allows the user to add multiple sets of extraction criteria, where each comprises a combination of business analysis

codes at any level.

Stores Template Review Batch - (new)

SR

General

gl ] 2 &) Delete
.J H @ '--_:J

Close Save Review Post
items
MNavigate Save Batch

General | Extraction | Action
Drag a column header here to group by that column.

EE| Client Site Company Region
p 4B - ARA Ltd
ABC123/02 - The.
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ACTION

The Actions will allow the user to nominate one of the following actions: Add, Remove or Replace.

5 Action Detail - (new) O x

e

Genera

L

9 @

Close Accept  Accept
and new
MNavigate Save
Action
Action N

Stores template

ABC materials

* @

i]

fores TemplateReviewBatchdctonDetail & 2020 Templa

L)

omputer Sysfems Lid .

Generation of the batch will identify all contracts meeting at least one of the criteria, allowing the user to then review and
optionally delete contracts from the list.

Posting the batch will create new Work in Progres versions of the included contracts and apply the actions to either add or
remove templates. The user is then given the option to automatically send the resulting contracts to workflow for approval.
The contract audit file will be updated with changes made automatically to the stores tab assignments etc.

Please note to use the above functionality users should have access to the ‘Stores Order Template Review’ function.

It is possible to add or remove products from multiple stores templates at a time using the Stores Template Product review
process available from the Maintenance > Purchasing > Products menu.

The process requires the user to create a new review batch comprising the extraction criteria, and the actions to be applied.

GENERAL
.‘ : !I dHA = Stores Template Product Review Batch - (new) O x
L
- General
7 _: Notes P )
Close Save Post Delete
Mavigate Save Cther Batch

General | Extraction Action
Batch number new batch

Description Add product|

Batch number - the system will automatically generate the next batch number.

Description - enter a relevant description.

Document Ref: TEAM TemplaCMS - Stores.docx Version: Page 18| 68

© Copyright 2021 TEAM Software by WorkWave

TEAM Software by WorkWave | teamsoftware.com/legal



EXTRACTION

The user can select one, multiple or all stores templates to be included in the batch.

@-._I =]  |; Stores Template Product Review Batch - (new) O x !
Il General
- . Notes &
O W= @o
Close Save Post Delete ;
MNavigate Save Other Batch |
General i
IDrag a column header here to group by that column. _
% Stores template |

» ABC-CON - ABC consumables ‘

ACTION
On the action tab, the user can select to Add, Remove or Replace the necessary products.
] ™ |s Action Detail - Add product - (new) O x
t E LD
General
L 9 @
Close Accept  Accept
and new
Mavigate Save
| Action |
Action | Add =
Product | 10Kg Econowash Non Bio Washing Powder |“$J|o| N |

-

Stores TemplateCroductfeviewBalichdctionDetail B 2020 Templa Computer Systems Lid E

Having saved the batch with the extraction and action details specified, the batch can be posted. During this process each
stores template will have all of the appropriate actions applied to it - note, therefore that ‘add’ actions will only add the

product to the template if is not already in existence.

Units

The units option on the Maintenance > Purchasing > Products menu allows the units that products will be purchased or sold in

to be defined.
e I

Drag a column header here to group b--*-

pe N . .
= St Cod Description [ I= Unit Details - Bottle
=) =) R

Bax Box
I Close  Previous MNext Save

Case Case

Each Each Navigate Save
L Pack Pack General | Dates

Pakki Pakki
- Code

Description | Bottle

Simply enter a Code and Description for each unit.
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It is possible to nominate an optional Price Group on contract. The Price Group Review option available from the Maintenance
> Purchasing > Products menu allows for the bulk review of price group assignments by creating a Price Group Review batch.

* :"1 M= Price Group Review Batch - (new) o ks
= General
g " Notes 9 ) Delete
P 5 w3
Close Save Post
Mavigate Save Other Batch

General | Extraction  Action

Batch number new batch
Diescription Price Group assign
Aocounts system v

Batch number - the system will automatically generate the next batch number.

Description - enter a relevant description.

Accounts system - select the relevant Accounts system.

EXTRACTION
* :‘1 M= e Price Group Review Batch - (new) O ®
= General
y _ Notes 3 &) Delete
‘./l H "'*:ié
Close Save Post
Navigate Save Other Batch

General | Extraction | Action

Drag a column header here to group by that column.

(| Client Site Contract

Company Region Area
p T4B-ARALtd ABC123/01 - The. | Z12345/01 - A 5.

The user can extract contracts by entering one or more of the following fields:
Client
Site
Contract
Site business analysis

ACTION

The only actions available for Price Group Review is Add and Remove. If an Add action has been selected, then a price group

must be entered. If a Remove action, then the price group is optional. Where Remove is specified along with the optional
Price group, then only contracts currently assigned the selected Price group will be affected.

* :\ - s Price Group Review Batch - (new) O X
ey
- General
/l l l _ Notes ¥ ,A% ) Delete
Close Save Post
Navigate Save Other Batch

General Bwtraction | Action

Drag a column header here to group by that column
EE| Action
» Add price group Standard
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Once the above details have been entered, the user will be able to click on Save to generate the batch details, which will
identify all contracts meeting the criteria. Once generated the user can review and optionally manually delete from the list.

If the user wishes to add more contracts to the batch, further criteria can be specified, thus requiring a re-generate of the
batch.

Posting the batch will create new Work in progress versions of the included contracts to assign/unassign the Price Group. The
user will then have the option to automatically send the resulting contracts to workflow for approval. The contract audit will
be updated in the same way as when manually amending a contract.

PRICE GROUP DETAILS

When viewing/amending an existing Price Group, the pre-existing list of current contracts n has a new toolbar button for
Assign. This allows the user to select additional contracts that the Price Group should be assigned to. Having selected the
desired contracts, the user is directed into a pre-populated Price Group Review batch which they can then check and post, as
required.

o:t] Dd o E s Price Group Details - Standard - o
i 8
) General

S @D H - e 3o

Close Previous Mext Save Expand Collapse Print  Excel § Assign
all all

Mavigate Save Other

General  Products Dates

Drag a column header here to group by that column.

&F Contract Contract start date  Contract end date
(=] (=] [&]

To help manage the commitment of costs to suppliers by individual users, it possible to define single purchase order Spend
limits from the Maintenance > Purchasing menu.

_" :\I 'l |5 SpendLimit.. - o x
.
- General
Close Save Saveand
new
Mavigate Save

General | Dates

User | Manager A “t‘ﬁ
System
Spend Limits
To stores order limit £1,000.00
Direct order limit £500.00
Transfer order limit £ 500.00

Select the relevant User and tick the System box to set the Spend limits as defined on System Control for the user or manually
enter individual spend limits for the user against each of the order types; direct, to-stores and transfer.

When entering a stores order, the relevant user or system level spend limit will be retrieved and the supplier level ex-VAT
totals from the order accumulated to this level. The results of this will be shown on the Supplier Spend tab on the budgets
section of the order screen. Where any supplier cost exceeds the purchase order spend limit, the tab and specific supplier(s)
will be highlighted as an exception.
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If the order is sent for approval with the above exception, an action will be sent through workflow for specific single purchase
order spend limit approval or rejection.

SALES PRICE REVIEW

The Sales Price Review option in TemplaCMS can be used to update the sales price of all products on a particular price list
in one go.

From the Maintenance > Purchasing > Price Review menu and select the Sales Price Review option and click on New to create
a batch.

b : ‘1 JHE IS Product Price List Review Batch - (new) O x
.
- General
J \f 2 ) Delete
Close Save Review Post
items
Navigate Save Batch
General
Batch number new batch
Description Sales Price uplift
Price group Standard)| =

Enter a Description and select the Price Group to be updated from the list.

Click on Review Items which will open the Product Price List Review Detail screen.

” :'ﬁ ST RE Product Price List Review Detail - Sales Price uplift o X
e
3 General
- ° -
Jd ® & =
Close Save Show  Createimport Expand Collapse
changed  template all all
Navigate Save Other
Review llems
Price group Standard 0
Description Sales Price uplift
Drag a column header here to group by that column
- + Current 5 New
Productaroup  Productcategory  Product code Product Units Price Markup Zero price status Price Mz
» Bins Bins ITSERVE 10 Litre Kitchen € Each £000 10.00 Not applicable 2000 10
Other Delivery 822 Delivery Charge ~ Each £1500 000 Not applicable £15.00 0
Other Delivery Test Delivery Charge  Each £1500 000 Not applicable £15.00 0
< >
Buldall |[BuldPrcegronp)| Addaroup | Addcategory | Addstorestemplate || Add product Change selected | Remove selected Import

The following options at the bottom of the Products Price List Review Detail screen can be used to build the list of products
that will be updated on the selected Price Group.

Build all - will add all products on the system to the selected Price Group to be updated.
Build Price group - will add only products currently appearing on the selected Price Group.
Add Group - can be used to add any additional Product Groups to the selected Price Group.

Add category - can be used to add any additional Product Categories to the selected Price Group.
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Add stores template - can be used to add any additional Product Template to the selected Price Group.

Add Product - can be used to add any additional Products to the selected Price Group.

Batch Review/Update

Once the review list has been generated the following 2 options exist to make the changes:

MANUAL UPLIFT

"? IE=BE Product Price List Review Detail - Sales Price uplift o x
J General |

U H P e Cm=

I Close ve Show  Createimport Expand Collapse

: changed  template all all

¢ Naigate | Save Other |

Review ltems |

| Priccoroup [ Standard -]

i| Description | Sales Price uplif

Drag a column header here to group by that column,

1 4 Current + New
steategory  Product code Product Units Price Markup Zero price status Price Markup Zero price status
ITSERVE 10 Litre Kitchen C  Each £000 10.00 Not applicable £000 10.00% Not applicable |~

o

2 Delivery Charge  Each £1500 000 Net applicable £2000 00% Not applicable
|2 oy Test Delivery Charge  Each £1500 000 Not applicable 2000 00% Not applicable |~

]
g
K3 KA K3l

L=< 3

Buildall || Build Price oroup || Addgroup || Add category | Add stores template || Add product | Change selected | Remove selacted

i

On the Product Price List Review Detail screen manually amend the Markup percentage or Price for each product as required.

EXPORT TO EXCEL AND IMPORT

Click on the Create import template to export the list to MS Excel. Do not click on Save.

B e wmem mm s CHE O ETR W ASs 0 4 8§ § wessann a
Ifj Ol s Product Price List Review Detail - Sales Price uplift ] X

General |

Jdaw e o= '
[ Close Show | Create import | Expand Collapse I
1 changed template all all
Bl Navigate Il Save | Other

Review Ite: 1Create import template |
| Price group ‘ Standard |0|
i| Description ‘ Sales Price uplift

! Drag a column header here to group by that column.

-8 Current + New
E stcategory  Product code Product Units Price Markup Zero price status Price Markup Zero price status
R ITSERVE 10 Litre Kitchen C ~ Each £0.00 1000 Not applicable £0.00 10.00% Not applicable |+

i

‘622 Delivery Charge Each £1500 0.00 Mot applicable £20.00 .00% Mot applicable |
; Hi ey Test Delivery Charge  Each £1500 0.00 Not applicable 20000 00% Not applicable

I
3
L]

Once exported to MS Excel bulk changes can be made.

Please note care should be taken to not change the format or layout in any way.
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Close the batch without saving and re-open so that the Product Price List Review Detail screen is blank:

@ FIEBE Product Price List Review Detail - Sales Price uplift =] x
General |
Ud® ¢ Cw
Close Save || Show Createimport Expand Collapse
chenged  template all all
Navigate || Save Other
Review ltems |
Pricegiowp | Standard (]
Description | Sales Price uplift |
a Current = New
Froductoroup  Product category  Froductcode  Froduot Urits Frice Markup Zero price status Frice Mz
< >
| Buildall || Build Pricegroup | Addgroup || Add category || Addstores template || Addproduct | | Changeselected |[Remove selecied | Import

Click on the Import option (bottom right corner of the Product Price List Review Detail screen), and select the amended MS

Excel template to import.

Once imported click on Save. Further manual adjustments can be made if required.

Batch Post

When ready the batch can be posted to apply the changes to the system:

I“ 5 Product Price List Review Batch - Sales Price upl... a
= p
I 5‘3 Jewd
. General |
BRI
_: Close  Previous Next Save Review | Post
items
Mavigate Save Batch
General | Post
| SSS— |
s e
Description | Sales Price uplift |
Price group | Standard |0|
ProductPricelisiReviewBaichDetail S2020 Templa Computer Systems Lid .

Please note the changes will take affect from the point the batch is posted so care should be taken to make sure this is

posted at the right time.
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COST PRICE REVIEW

The Cost Price Review option in TemplaCMS can be used to update the cost price of all products on a particular price list
in one go.

Batch Creation

From the Maintenance > Purchasing > Price Review menu and select the Cost Price Review option and click on New to
create a batch.

. ‘|5 Supplier Product Review Details - (ne... o et
.4 E} L S d ) PP :
R s
| General |
O W g @e-
Close Save Review Post
itemns
Mavigate Save Batch
| General |
S—
Description | Cost Price Uplifi| |
Supplier |Janitnria| |%’|ﬂ| ,-1 |
SunolierProductiReviewBatichletzil © 2020 Templa Computer Systems Lfd .

Enter a Description and select the Supplier to be updated from the list.

Click on Review Items which will open the Supplier Product Review Detail screen.

I;’E} T s Supplier Product Review Detail - Cost Price Uplift o x
e
| General |
Ul P e aw
Close Save Show  Createimpert Expand Collapse
changed template all all
Navigate Save Other
| Review tems |
Supplier | Janitorial |o| ,:- |
Description | Cost Price Uplift |

4 Current

Group Category Product code Product Units Part number Unitcost  Minorder  Max order Prefs: “
» Bins Bins ITSERVE 10 Litre Kitchen C ~ Each BINDOT £5.700 0 1]
B Cleaning Equipm  Cleaning Equipm  EL613 10 Metre Extensi  Each EL613 £12.390 0 0
| Cleaning Product  ‘\Washing & Laund  SUPREME 10Kg Econowash  Each SUPREME £10.100 0 0
W Cleaning Product  Brushes, Brooms, WLSTRE12L 12 Inch Stiff Red  Each WLSTRE12L £1.150 0 0
W Cleaning Product  Mops & Accessori  KMT12 12 Oz Kentucky Each KMT12 £0.800 0 0
| Cleaning Product  Mops & Accessori  CXS12JB 12 Twine Socket Each Cx512JB £0.580 0 0
W Cleaning Product  Mops & Accessori  CXS12JG 12 Twine Socket  Each CXS120G £0.580 0 0
N Cleaning Product  Mops & Accessori  CXS12JR 12 Twine Socket  Each CXS12JR £0.580 0 0
W Cleaning Product  Mops & Accessori  CXS12JY 12 Twine Socket  Each CX5120Y £0.580 0 0
W Cleaning Product  Mops & Accessori  112MFCC 120z Microfibre C  Each 112MFCC £3.920 0 0
| Cleaning Product  \window Cleaning 101539 14 Inch Brass Wi  Each 101599 £12.950 0 0

; Cleanina Fauinm  Cleaning Fainm — FI F1R 1R M Fxtensinn | Fach FIF1R £17320 n n R e
| Buildall | || Add product | Change selected || Remove Import

The following options at the bottom of the Supplier Product Review Detail - Cost Price Uplift screen can be used to build the list
of products that will be updated for the selected Supplier.
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Build all - will add all products on the system to the selected Supplier to be updated.

Build Price supplier - will add only products currently appearing on the selected Supplier.

Add Group - can be used to add any additional Product Groups to the selected Supplier.

Add category - can be used to add any additional Product Categories to the selected Supplier.

Add stores template - can be used to add any additional Product Template to the selected Supplier.

Add Product - can be used to add any additional Products to the selected Supplier.
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Batch Review/Update

Once the review list has been generated the change can be made and applied in the same manner as for the Sales Price

Review option, i.e. manual or export to MS Excel.

Supplier Product Review Detail - Cost Price Uplift

"E WEIE R Is

General |

u)lil@@a‘f:-

Close ve Show  Createimport Expand Collapse
changed template all all
Navigate || Save Other
| Review ltems |
Supplier | Janitorial e |
Descrigtion | Cost Price Upli: |
% 4 Current B New A
Product Units Part number Unitcost  Minorder  Max order Prefsupplier?  Part number Unitcost  Minorder P
10 Litre Kitchen C ~ Each BINDO7 £5.700 0 0 [4 BINOO7 £6.000 0
| 10 Metre Extensi  Each EL613 £12.350 0 1] [ EL613 £14.000 0
| 10Kg Econowash ~ Each SUPREME £10.100 0 0 [4 SUPREME £10.100 0
g 12 Inch Stiff Red Each WLSTRE12L £1.150 0 o [ WLSTRE12L ___200p ]
| 12 Oz Kentucky Each KMT12 £0.800 0 o A KMT12 £0.800 ]
| 12 Twine Socket  Each CX512JB £0.580 0 o [ CXS12JB £0.580 ]
| 12 Twine Socket Each CXS120G £0.580 0 o | CXS120G £0.580 ]
| 12 Twine Socket  Each CXS12JR £0.580 0 o [4 CXS12JR £0.580 ]
| 12 Twine Socket Each CXs1297 £0.580 0 o [ CxXs1207 £0.580 ]
| 1202 Microfibre C Each T12MFCC £3.920 0 0 [4 112ZMFCC £3920 0
| 14Inch Brass Wi  Each 101598 £12.350 ] 1] [ 101588 £12850 0
; 15M Fufension | Fach FIF1R £17.290 n o A FIF1R £17290 nl ¥

| Buildall || Buildsupplier | Addgroup || Add category || Add stores template | Add product |

Change selected Remove selected

Batch Post

When ready the batch can be posted to apply the changes to the system:

s Supplier Product Review Details - Co... m] X
"E Vil ) ppl

| General |

oW v

Close Save

Mavigate Save

Post
| S

| Cost Price Uplit |

Batch number

Description

Supplier | Janitorial /‘ |

SupplierProductfeviewBatchDetail 1rows added € 2020 Templa Computer Systems J'M.Q

Please note the changes will take affect from the point the batch is posted so care should be taken to make sure this is

posted at the right time.
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GENERAL

The use of Price groups in TemplaCMS allows a specific fixed price or mark-up percentage to be applied to specified groups of
items during product setup. When creating a new stores order, recharge and consumables lines will automatically apply the

rule of the price group nominated on the site contract in order to derive the selling price:

Contract - The Main House

[$SIECRE

General

*. Notes [3 Create mail @ 3 <) AN g
() . B o & & 7 ! o T ] i ]
& Attachments % — =
Close Save Abandon Reject Send Workflow | Openthe Excel
= Process shests

Roster Checkworking  Show  Transactions
approval on live version
Nevigate | Save Other

Reports  Schedule  Site Budget
time conflicts  audit - -
Record

General Tasks Calendar Budgets Pay  Workbills = Stores HS Biling QA Properties  Audit  Image

Stores template

B =) (=)

Add Remove Details [] COSHH sheet on site?

Default re charge price aroup | Siandard =@

binder  summary
Workflow

Manual stores order form recipients

Where no specific price manipulation is set up on the price group for a product, this may result in the item being sold at cost
price, which is not necessarily desirable behaviour. To prevent this from happening, there is an option to set a default Price

Group at System Control level.

In addition to this, Price Groups include a Default mark-up percentage:

Price Group Details - Standard

[+ EE T BL

General

J e H e = 5

Close Previous Next Save Expand Collapse Print Excel
all all
MNavigate Save Other

General | Products Contracts  Dates

Code [STD)
Description Standard
Default mark-up % 20.00%

During stores order entry, recharge or consumable items will have their selling price determined from the first valid entry in

the following sequence of the below sources:

Specific price group - product level mark-up percentage or fixed price
Specific price group - default mark-up percentage
Default price group - product level mark-up percentage or fixed price
Default price group - default mark-up percentage
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Stores Orders - Change Price Security

At the time of placing a stores order, a user can amend/override the 'Price group', 'Zero price' and the 'Unit price' fields:

‘?; _J .a @ H \s Stores Order Details - Shop 1 dated 15/05/2020 required 15/05/2020 (from WAREHOUSE) - [} X
el General |
U ﬁ @ l | l ! @ Delete | % Notes @ - % -c -
? Attachments
Close Previous Next Save Saveand o Request  Workflow Post Expand Collapse
new Il Processshests | approval all all
Navigate Il Save Il Other Il Workflow Il Record | |
Stores Order | Dates |
|
@Tronsfer OTo stores Oirect Order staue Bilig satvs
Order number Client order ref Budgets ‘ Spend Limits
Site |Shuu1 |m|o| 2N | Group 7 | Group Budget Spend Pending This
Deliver to [ste  [v] Contsct |inatset)

Contract [xrz987101 - Shop 1

Orier s Reniressae
sty [SporTeninC 550

Transfer details  \WAREHOLISE «@ |

Assign VI J < >
Special instructions | Request notes I Acknowledgement contact ‘ ‘GD‘

Standard |

|Drag a column header here to group by that column.

Unitcost Zero cost Vat code Price group  Unit price Unit Cost Pric
@ @ ® @ 5 @
£ Socket Mop Blue £0580 1 20%) ‘V|Sianda M F070 Each f058  £O7

To prevent a user from being able to amend these fields, the 'Stores order - change price' function would need to be removed
from the function groups/user roles assigned to them.

Mandatory PO Reference

BACKGROUND

A contract billing line for stores order recharge billing can currently be identified as requiring the entry of a PO reference on
the stores order.

ACCOUNTS DATASOURCE

To force a user to enter a PO Reference on stores orders the Mandatory PO ref? checkbox on the Stores tab of the relevant
Accounts datasource should be ticked.

f—'i] . Jas | = Datasource Details - Accounts
General |

e d @

Close  Previous Mext Save Control
details
Navigate I Save Other |

J |

General Accounts  Invoicedistribution  Customer service HS Stores orders | Workbills  Email preferences Dates

Stores order footer text
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STORES ORDER RE-CHARGE BILLING LINES

Where the above option has been ticked the Mandatory PO ref checkbox will be automatically ticked on all new billing lines
that are flagged for Use for stores order recharge:

Billing line
Effective 010127 w | to | (notset) e |se for stores order re-charge?
Split by i® None (Month (i Client PO ref () Delivery () Month and client PO ref
Imv site heading
Imn text
Frequency o
[] Immediate recharge?
Revenue type ﬂ
VAT 1 (20%) o
Imvoice run Run 1 v
Client PO ref Mandatory PO ref?
STORES ORDERS

Any new Stores Orders created after the above Mandatory PO Ref field has been ticked on the contract’s Stores Order billing
line, will force the user to enter a PO reference on the Stores Order, if there are any products selected that have a Rechargeable
purchase type.
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CONTRACTS

With the extended functionality available in stores orders to order non-stock and ad-hoc products, as well as the different
classification of the same product for different purposes the budget control allow real-time control of all stores order related

budgets, for example:

Materials

Contract Start-up Budget

Equipment - initial purchase

Equipment R&R - provision through the year

BUDGET GROUPS

A new budget group can be created from the Maintenance > Budgets > Budget Groups menu by clicking New.

TemplaCMS - Contract Management System -- TemplaCMS Demo

e

General

J Lo . S -;.;} -.(: - L Check duplicates - @ ﬁ\:l Q@ ‘)‘ Elai i Sen
| b& 5 a \—i ! y éb‘ ]
@Auto refresh A &' Cle
Close Refresh Print Excel Expand Collapse Open | New | Copy View Print Filter Un-filter
label ~ selected  selected
List Row Filter
Navigator Bl et | Buoet Groups
Maintenance Budget Groups
=3 User Access/Security ~
=3 Business Structure Drag a celumn header here to group by that column
= =@ Budgets .
© Budget Groups [ St Code Description
© Budget Group Structure Iil‘ Iil‘ m
@ Budget Review H ; i
@2 Payroll Wl o geners general
S —— Manthly Target Monthly Target
Favourites |
Contract Admin | || per Periodic
P— | REY Revenue budgte
‘Waorkbills Stores-Con Stores consumables
Billing Stores Stores materials
[Heressck it Veekly Target | \tleekly Target
Stores .
e -
I Uend s
A )
— General
J e
Close  Previcus Mext Save
Mavigate Save

Costtypes  Dates

Code Stores
Deescription Stores materials
Section Stores w
[] Suppress from contract control list?
S0 budget control?
[] Use as overriding delivery budget group?
Related budgets

Master budget group | weekly Target

Slave valuation 3.000 %

Mabile device and manual stores order form

Materials? [] Inclusive consumables?

Delivered hours holiday calculations

[ Include holiday in delivered hours? [ Include bank/public holiday in delivered hours?

[ Include heliday in delivered pay? [ Include bank/public heliday in delivered pay?
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The Section has to be set to Stores and once selected the checkbox for SO budget control? become available.

The SO budget control? option defines which budget groups should be visible during stores order entry, but not the purchase
type to which they relate as the relationship between stores order lines and the budget group will be derived based on the cost
types assigned to the budget group. As such, a new cost type would likely need to be created (for inclusion on a new budget
group) for every new purchase type that is defined to the system.

COST TYPES

Each budget group should be associated with the relevant cost/purchase types that should be recorded against it.

CONTRACT BUDGETS

With the association of budget groups with a flexible purchase type, it is possible to define any number of stores budget
groups on a contract, applying the slave percentage if necessary.

STORES ORDER ENTRY

The purchase types will default from the stores templates.

The budget section of the stores order can include as many budgets as needed based on the purchase types that are
associated with the budget groups.

237 Stores Order Details - New f=ang
File Tools Help
(D close b save kel Saveand new () Notes ¥ Attachments ] Process sheets
B Request approval @ Expandall ® Collapse all & Credit control
Stores Order | Dates
Transfer () Tostores © Direct
Order number | new Client order ref Special instructions | Request notes
Site TEMPLA DEMO SITE =@
Deliverts  [Ste  [=] Contact |(notset) [=]
Contract | TEMPLA/O1/O1 - TEMPLA DEMO SITE e
Budgets | Spend Limits
Order date | 111172013 Required dale | 11111/2013 = L
Group Budget spend  Pending This  Total  Available Deseription Group
Ordered by | Templa support use [S4@) forkbill 0
Ei » | Sub Contracted 500.00 0.00 0.00 20000 200.00 30000 Monthly Sub Contracted
illing 1S | jp-invoiced l ]
150000 0.00 000 20000 20000 130000 Roliing quarter Sub Contracted
Repeat details
] Repeal®  Every. B 6.000.00 0.00 000 20000 20000 580000 Roliingyear Sub Contracted
End after 0| [trotem
g a column header here to group by that column
] Template Category Group Product Supplier Qty Unit Unitcost  Zerocost Vatcode Prics grou_Unitprice. Unit Cost  Price  Margin Partno.
- Adhoc Adhoc Hems Delete 8 Type Dosc ACTIONST [7| 1 fem £20000 Stendard Rate £0000 kem  £20000 £000 0.00%

The left-hand grid displays a list of all budget groups meeting the following criteria

1. Thebudget group is flagged for SO budget control?

2. Acontract budget exists for the budget group, effective on the required date of the order

3. Thederived cost type of at least one order line (based on purchase type and product group/category) is within the
budget group

Any budget group that is exceeded (at any defined frequency on system control) will be highlighted. Furthermore, if any
budget groups are highlighted an additional row is shown at the top of the left-hand grid for all overs:

£1 Stores Order Details - New L= |6 |eead)
File Tools Help
(D close kel save ke saveand new b Notes ¥ Attachments (5] Process sheets
B Request approval ™8 Expand all ® Collapse all &b Credit control
Stores Order | Dates
Transfer © To stores © Direct
Order number | new Client crder ref Special instructions | Request notes
site TEMPLADEMO SITE =@
Deliverto  |Sie [ Contact | (notsel
Contract | TEMPLAIO1/01 - TEMPLA DEMO SITE [-1e
Orderdate 117112013 [ Required date | 11/112013 [ =] Budoets
G Budget  Spend  Pend This  Totl  Available Descripii G
Orderedby | Templa support use [(@) forkbill ] EI — Per = e il s
Billng sta05 U imucroed » 500.00 0.00 00D 2000000 20000 | 1895000 Monthly Sub Contracted
‘Sub Contracted 1,500.00 0.00 000 2000000 20000 [ -198500.0 Rolling quarter Sub Contracted
Repeat defails
[F] Repeat?  Every = 6.000.00 0.00 00D 2000000 20000 | 1840000, Rolling year Sub Contracted
Ene= 0/ | (notsen
g & column header here o group by that column
= Template Category Group Product Supplier Gty Unit Unitcost Zerocost  Vatcode Price grou_Unitprice Unit Cost  Price  Margin Partno. Purc
» @ s Adhoc Adhoc ltems. Delete & Type Desc  ACTIONST |z| 1000 lem £200.00 Standard Rate £0.000 Hem £200,00 £0.00 0.00% Sub

The user may select any of the budget groups in the left-hand grid, in order to populate the right-hand grid with the budget
frequency details (i.e. as per the current budgets). If the all overs row is selected, the right-hand grid will be populated with
details of only those frequencies that are over budget, across all budget groups, as shown in the above example.
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Where investigation is required into how the actual costs have been determined, further drilldown on a budget group row will
display the actual stores order lines included.

Stores Order | Dales

(@ Transfer © Tostores @ Direct

Order number | new Client order ref Special instructions | Request notes
Site TEMPLA DEMO SITE =@
Deliverto | Site Contact | (not sef) [=]
Contract TEMPLAIOT/01 - TEMPLA DEMO SITE [=]@
Budgets | Spend Limits
Orderdate | 11/112013  [=] Required date | 11112013 =] Lo e
— Group Budget Spend  Pending This  Total  Available Deseription Group
Ordered by | Templa support use [&/@) \orkbill 0
Billing sttt | U imrajod 3 | Sub Contracted » 500.00 0.00 0.00 200.00 20000 300.00 Monthly Sub Cont
: 1.f00.00 0.00 0.00 20000 20000 130000 Roling quarter Sub Cont
Repeat details
[F] Repeat?  Every = 8f000.00 0.00 000 20000 20000 580000 Rolling year Sub Cont
End after 0| [(motaen

umn heade; p by that column

& Template —

r @ e ’E. Slres Order Budget Position - Monthly
¢ File Teols Help
J Close
Drill Down
[ Description Wue Budget Source
» Sub contracted Cleaning £50000 £500.00 every 1 Manths Contract budget - TEMPLAD1/01
STORES ORDER WORKFLOW

For approval purposes, different budget groups may require different workflow requirements, e.g. if relating to materials or
consumables the Ops Directors may need to approve it, whereas if relating to office stationery or repairs the Finance
Department may need to approve it. To address this requirement, the ‘rule’ details within a workflow stage allows the
optional definition of the budget group to which it relates.

":" Workflow Stage Details - Stores order approval - (new) =l e
i File Tools Help
J Close @ Accept @ Accept and new
General |Rules | Routes Dates
Description Check Type
%  Budget Exceeded Authority required -
* Stores order-Exceeded budget frequency 1 -- ANY -
Stores order-Exceeded budget frequency 1 - Consumable Recharges
Stores order-Exceeded budget frequency 1 -- Equipment Budget =
Stores order-Exceeded budget frequency 1 -- Inclusive Consumables
Stores order-Exceeded budget frequency 1 -- Materials
Stores order-Exceeded budget frequency 1 -- Sub Contracted
Stores order-Exceeded budget frequency 2 - ANY
Stores order-Exceeded budget frequency ? -- Consumable Recharges &2

In this way, the stores order approval workflow path could be extended to have multiple stages (one for each budget control
level). On each stage the rules used (e.g. ‘over budget’) would be qualified with the budget group. As a stores order
progresses through workflow, it will only be checked against relevant rules based on the budgets exceeded. In this way a
stores order that contained a mix of budget groups and exceeded budget for two of them would require specific signoff by
two different managers.

STORES ORDER BUDGET CONTROL AT MANAGER LEVEL

On larger sites, a standard 3% materials budget that is used is normally more than sufficient to cover the required spend,
whilst on smaller sites it is often insufficient. As each manager may have a combination of large and small sites under their
responsibility, the overall budget position within their sites may be acceptable, even though the smaller sites are over budget.

As workflow rules are used to prevent budgets from being exceeded, the effect can be that managers require specific
authorisation for orders on small sites when they actually have sufficient budget within their sites as a whole.

It is possible to control budgets at a business analysis level for example Contract Manager. To achieve this the Budget
management level on System Control > Stores should be set:

Document Ref: TEAM TemplaCMS - Stores.docx Version: Page 33|68
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



o NEDE System Contral - Stores

General

J

Close  Save
Navigate
Stores

Budgetary control frequencies

Budgetyearend date | 31032018 [ Mobile device and

Count Basis Description stores order form
1 1| | ieskty || Relling perio |« | Rolling week
2 1| | Monthly | Relling perio |~ | Ralling month O
3 3| | Monthly | Fixedperiod |« Fixed quarter O
4 3| | Monthly | Relling perio |~ Rolling quarter |
3 1| |Yearty | Fixed period |« | Fixed year O

Budget management level ~

The available options are:

Contract, i.e. contract level budgets
Aselected business analysis level, e.g. operations manager, contract manager, etc.

During Stores Order entry where the Budget management level is set to a specific business analysis (BA) level rather than to
contract (i.e. the current processing), the figures displayed here will represent the sum of budgets and spend across all
contracts where the nominated BA level matches that of the site for which the order is being created. In this way, individual
contracts will continue to have discrete budgets, but the manager will be free to spread the spend against these budgets
across his/her sites as is deemed necessary.

To easily justify both budget and spend figures where they are summed across contracts, the ‘drill-down’ function mentioned
above can be used.

Stores order approval workflow paths can be defined with rules that check for the order exceeding any one of the five
monitored frequencies, thus requiring specific approval where a budget is exceeded. As with stores order entry, this budget
checking takes into account the defined Budget management level.

Inclusive materials are normally included in a contracted DOC billing line. Inclusive consumables will most likely be a
separate contracted billing line.

Ad-hoc purchases must have a separate billing line defined to determine how the invoice is to be handled. In order to bill
these, an additional billing line must be added and the option to Use for stores order recharge? need to be ticked. This will
then enable the user to choose if this should be billed immediately or using an invoice frequency.

4 : ‘(‘ s Contract Billing Line - The Guest House X
e
General
e 9 @
Close Previous Mext | Accept Accept
and new
Navigate Save
Eilling ine
Effective 01062008 [v]| to |[{notsey v Use for steres order re-charge?
Splitby @ None OMonth (O Client PO ref (O Delivery () Month and client PO ref
Inv site heading Groupings
Consumables Invoice for 85N Consolidation =
Consclidation seq 0
p— Summary invoice )
8FC &PN 80D
Document delivery
Address to Client v
ABC Ltd ]
Immediate recharge?
Revenue type Deep Clean =@
[] Rebate %
VAT 1 (20%) > Dates
Invice run Stores Billing v Last invoice (not sef) v
Client PO ref [] Mandatory PO ref? Next invaice 7i052020 [~
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Where product re-charges are delivered over several months and delivery confirmation or supplier invoicing has been
delayed, the option to raise separate historical monthly invoices is required.

The above Split by options on billing lines used for recharges performs the document separation during the billing run.

If ticked, the Mandatory PO ref? checkbox will cause an exception on any stores order that goes through workflow (if set up) if
no PO ref has been entered on the order header. The stores order can't be sent on or approved if the client PO ref has not
been entered in this case. Alternatively, the stores order workflow item can be set to rejected, requiring the stores order to be
resubmitted for workflow approval.

The rest of the invoice line can be entered as normal (groupings, document delivery, etc).

The Stores tab will control what can be ordered on the contract via the assignment of stores templates.

A new template can be assigned by clicking on Add. The user can drill down into the template and view the details but not
change them.

‘:‘I Jaw s Contract - The Guest House - X
e
General
Notes [3] Create mail i \f <3
'J ( - e 1 " = g 1 .ﬂ
¢ Attachments -t —
Close Previous Next | Save Request Workilow | Openthe Excel Roster Checkworking Show  Tramsactions  Reports Schedule  Site  Budget
(I Process sheets approval live version time conflicts  audit - - binder  summary
Navigate Save Other Workflow Record
Generl Tasks Colendar Budgets  Pay  Workbils [Storesi HS  Biling @A  Properties Audit  Image
Stores template
A =) (=]

3 ABC-CON - ABC consumables
ABC MAT - ABC materials
ABC-RE - ABC Recharge

Add Remave Details [[] COSHH sheet on site? Manual stores crder form recipients

Default re charge price group %

There is a tick box at the bottom to indicate if there is a COSHH sheet on the site. The actual COSHH sheet can be attached to
the specific products by using the attachment option from which this can be e-mailed or printed out if required.

The default price group for the billing of ad-hoc purchases can be selected depending on the price groups that have been set
up on the system.

Many companies use business analyses to identify their management structure and the headings/codes used to identify
staff/users.

Users can be optionally associated with business analysis codes and this feature is available to use for manual Stores Order
forms.

It is possible to print and e-mail stores order forms to specified employees and users connected to a contract. A form is
produced containing company information and all products on stores templates currently assigned to the site/contract.

The contract Stores tab includes a section for ‘Manual stores order form recipients’. Payroll employees appear in this list and
will receive the form if the corresponding check box is ticked:
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-

{ :\ ] H 5 Contract Recipients - Stores Order Form - The Guest House O
. e

General
Close Save

Navigate Save

Recipients | Image

Drag a column header here to group by that column.

Recipient Type Receive documents?
Adam Noronha Contact O

Jim Smith Contact O

0002 - Dung Beltrami Employee O

0003 - Nga English Employes O

0035 - Jim Starkweather Employee O

Add contact Add user Details

b

Where a user has been assigned to a business analysis code in use on a site, they can also be selected as the recipient of a
stores order form.

There is also an option available on the contract Transactions for Manual stores order forms which shows a history of form

distribution for the particular contract. Doing so also allows the generation of new stores order forms so long as a user or
employee has been selected as a recipient.

=3 N
{ _‘ﬁ s Contract - The Guest House
General
3 " Notes [3] Create mail <. Al
U = P QRN A B MY =
' Attachments
Close - Workflow | Suspend  Openthe  Excel Roster Checkworking Show | Transactions | Reports Schedule  Site  Budget
[ Process sheets contract WIP version time conflicts  audit - - binder  summary
Nevigate Other Workflow Data forms
{Generali| Tesks  Calendar Budgets  Pay Workhilk  Stores HS  Biling QA Properties Audi Service requests
Equipment audits
Reference ABC123/02 version | 16 type | Standard contract Contra ST
Centrz Stores order requests
Client ABC Lt e Manual stores order forms
Site The Guest House o * Quality audits
Workbills
Description The Guest House:

Projected workbill schedule

Where an e-mail address exists for an employee in payroll, or on the user record in TemplaCMS, the stores order form will be
e-mailed. Otherwise, the stores order form will be printed. A stores order form is produced with company, site and product
information when the Print/Email button is pressed.

Besides, budget information is printed depending on one budget control frequency being specified for use on the Stores tab
in System Control:

Budgetary control freguencies

Budget year end date 31032018 ~ Mohile device and

Coint Basis Description stores order form
1 1) 'weekly ~ | | Rolling peric |« || | Rolling week

2 1| | Meonthly ~ | | Relling perie |+ | | Relling month ]

3 3| | Monthly || | Fixed period |« || | Fixed quarter O

4 3| | Meonthly ~ | | Relling perie |~ | | Relling quarter ]

5 11 |Yearly ~ || | Fixed peried |~ || | Fixed year ]
Budget management level Contract e
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STORES

Stores Orders

Stores orders can be accessed from the Stores > Stores Orders menu option. This is in effect an ‘Outstanding Orders’ book and
will display a list of all the stores orders on the system. The filter options allow for selective display.

@ 5 BE TemplaCMS - Contract Management System -- TenplaCMS Demo

| General |

G@é%.: & huorsieh LU0 @ @ S %; ]

ﬁ !\i ﬁ & D Delete

¥ Reinstate

Close Refresh Print Excel Expand Collapse Open New View Picking Confirm  Print Filter  Un-filter  Apply  Change Select Publish My _
receipt documents || selected selected lastfilter  filter  filter format assignments | i Show deleted
List Row Filter Status
Navigator i Merts  Budget Groups  Contracts | Stores Orders x
Stores ores Orde
@ Stores Orders
@ Goods Receipls Drag a column header here to group by that column
@ Stores Order Requests
@ Stock Balance St Sp R Type Ordern © Status Supplier order Site code  Site name Ordered Required Client order re Cost Re-charge Ente
© Ml Ste Stores Orders HeEE = § of C/C g o = g = |
© Mt Site Goods Receipt Y £ Tran 1 5006 - Awaiting delive XYZ987/ | Shop 1 171062020 1710872020 £058 070 Ter

— e a w e 13 5008 - Delivered ABC123 | The Guest House 29052020 | 2900572020 £5.70 £627 Ter
Favourites —

— | vy w1 5018 - New import XYZ97/ | Shop 1 16042020 1700472020 123 £8307 £7512 Ter
Payroll v 8 Tan 10 5004 - Approved XVZ987 | Shop 1 SmEZOZ0 15052020 ose 2070 Ter
Workbills -y SR SO0E - Delivered WiH WAREHOUSE 07/0512020 | 070512020 £5.80 £000 Ter
Billing ‘N w, Dire 8 5010 - Completed XYZ987/ | Shep 1 05/0512020 | 060572020 £0.80 £096 Ter
Lnle il el 5y |wg Dre 7 5008 - Delivered XYZ387/  Shop 1 161042020 1610412020 £11820 £14185 Ter
Stores Ly mm Die 6 5007 - Part delivered XYZ987/ | Shep 1 15042020 1500472020 £230 £276 Ter

It can be helpful to group the stores orders by ‘Type’so that it is easier to differentiate between the three different

types of orders:

Alerts  Stores Orders

Stores Orders

Tvpefl

5t Sp R Ordern ¥ Status Supplier order  Site code  Site name Ordered Required Client order re

HEEs & o C/C o = o

=, Type : Direct (10 items)
&) Type: To stores (1 item)

% Type: Transfer (2 items)

CREATING NEW STORES ORDERS

To raise a new store order, from the stores order list click on New:

TemplaCMS - Contract Management Systern -- TemplaCMS Demo

£ Auto refresh - U@% & =28 :‘3‘ 5 :_] {i ‘\f ﬁ &

My
assignments

Open | New | View Picking Confirm Print Filter Un-filter Apply  Change Select Publish
receipt  documents selected  selected  last filter filter filter  format
Row Filter

el O £

Alerts |SluresOrders
Stores Orders
Twee |
St Sp R Ordern ¥ Status Supplier order  Site code  Site name Ordered Required Client order re
e E@ o Cl o oo = o

= Type : Direct (10 items)

. - e e
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This will then display the ‘Stores Order Details’ screen as below:

£t '1 E= Stores Order Details - New
; } General
‘J H & _% Notes |3 ﬁ ]
Close Save Saveand ¢ Atlachments Request Expand Collapse
new (7] Process shests approval all all
Navigate Save Other Workflow Record
Stores Order | Dates
(O Transfer (O To stores (@) Direct Billing status Un-invoiced
Order number new Client order ref
Site B
Deliver to Site ~ | Contact v
Contract (select one) ~ | @
Order date 28/06/2020 ~ Required date 28/06/2020 ~
Ordered by Support Temple-C ‘330 Supplier arder ref
Assign MNiA ~
Special instructions Request notes Repeat details Acknowledgement contact S
Standard
Drag a column header here to group by that column.
=2 Template Category Group Product Supplier Gty Unit
[=)) (=) (=] [= = = [= ~ [ = ~ & = =
<
Build from contract | Add from templates Add products Remove selected products Remove ZERO products

Order type - when the type of order is selected, the screen will enable the fields that are required and provide default values
where relevant:

To Stores - the site and contract will default to that defined in System Control against the Internal Stores site.

Direct - the site and contract will require entry by the user.

Transfer - the site and contract will require entry by the user, as well as the Transfer Site, i.e. warehouse, from which
the products must be delivered.

Order number - this will show as New until the order is committed to the system after which an order number will
automatically be generated.

Client order ref - enter a client order ref if required.

Site - select the site that the order will be placed against.

Deliver to - the options are Site or Contact.

Contact - if the Deliver to option is set to Contact the user will be able to select a specific site contact to receive the order.
Order date - this will default to today's date but can be changed if needed.

Required date - this will default to today's date but can be changed if needed.

Ordered by - it is possible to enter who requested the order (each order will automatically record the user who entered it).
Where consumable sales are being sold on a commission basis, this could be used to record the salesman. This field can also
be used to extract statistics at this level with the Stores Analyser.

Supplier order ref - enter a supplier order reference if required.

Assign - this will default to N/A but it is possible to select Workbill which will allow the user to associate the order with a
specific workbill.

Special instructions - this allows for the definition of driver delivery notes. When entered, the notes default into stores order
special instructions and print on the delivery notes.
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Request notes - if notes are entered here the tab will be automatically highlighted in order to draw attention to the request.
These notes are for internal use only and as such will not be communicated on any documentation or via the e-ordering
interface. Request notes have also been incorporated into workflow by the use of a check type for workflow path rules of

Stores order-Request notes exist. Where this check type is used on a stores order path, any stores order containing a request
note can be routed via workflow.

Repeat details - allows for the setup of repeat orders. Please see the section on repeat orders for further details.

Acknowledgement contact - when selected the contact will receive an acknowledgement when the order is placed.

ADDING PRODUCTS TO STORES ORDERS

Products can be added via the following options:

Build from contract - checks the stores templates assigned to the contract and retrieve the relevant products to the stores
order.

Add from templates - this allows the user to select any defined stores template and retrieve the products from it to the stores
order (this will include templates not assigned to the specific contract).

Add products - this provides access to the full product list.

Products pulled in using the Build from contract or Add from templates will have their purchase type retrieved to the order line,

i.e. materials or consumables. If products are pulled in individually, the purchase type will default to ad-hoc purchases. Any
product on the order can have its purchase type changed just for that order if needed.

The Remove selected products and Remove ZERO products options can be used to clear unwanted products on the order.Once

the products have been added, the quantities can be entered and some of the other options (for example supplier, unit price
etc) can be changed.

Standard |
Drag a column header here to group by that column
Product Supplier Qty Unit Urit cost  Zero cost Vat code Price group  Unit price. Unit Cost  Price  Margin Partnc
= v | = v |E = =] =] E @ = ~E = v E = =] =] =] =] =]
10 Litre Kitchen Caddy Bin Janitorial |~ 2 Each £5.700 1 (0% v Standa |v|  £627 Each F1140  £1254  508% BINDO
10 Metre. Extension Lead Orange Janitorial |~ 4 Each £12.3% 1 (0% v Standa |v|  F1487 Each £1956  £5948  166B% ELGI
10Kg Econowash Non Bio \Washing Powder Janitorial |v| 1] Each £10.100 1 (0% v Standa |v|  £1212 Each FID10 £1212  1667% SUPR
I
G

>
Build from contract || Add from templates Add products

producis Remeve ZERO products

REPEATING STORES ORDERS

If the same site orders identical products regularly, it is possible to create a Repeat Order to save raising a new one each
period. This is done by entering the repeat details from the Repeat details button on the stores order, as below:

e s Stares Ord ails - New

| b3 =R Stores Order Details - Neu
.

General

He = @ ==

2 Attachments
Close Save Saveand Request
e =) Process sheets

Expand Collapse  Credit
approval al a control
Navigate Save Other Workflow Record

Stores Order | Dates

OTransfer OTestores @ Direct Billing status

Order number | new Client order ref Budgets | Spend Limits

Site The Guest House @ = Group Group £
Deliver to Site ~ | Contact | (not set) ~

Contract ABC123/02 - The Guest House ~| @

Order date 280062020 [ Required date | 28082020  [v

Ordered by Support Templa-C %5/ Supplier order ref

Assign WA v

Special instructions Request notes | Repeatdetails_["Repeat details

Standard [iRepeaf? Every 0| [Menths
End after 0] [tnotsey
Drag a column header here to aroup by that column
Revised from | (not sef)
Product ¢
= 0K Cancel |[i
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Tick the Repeat? Box and then set the frequency and duration:

I'I I Nl o £ b
4 Repesat details
Every 1| | Months ~
1 End after 8| | 01/0372021 ~
Revised from | (not set)
0K Cancel
Jmnitarial s ? | Fach FRTON

The frequency is set by choosing a duration and repeat value or end date. For example, if the order was set as shown above

would repeat every month until 1 March 2021.

When the next order is due, it will automatically be created on a new tab within the Order Details window, and can be

processed as usual by clicking on the corresponding date.
1 ) L CoL
Contract | DEMD - Dema Stores Oiders |°
Order date 04/01/202 Required date 04/04/2012 E
Ordered by | Templa suppart user ‘o \
Fiepeat details
Repeat?  Every 1| Months
End after 12| | 04/02/2013
01/04/2012 || Drag a column header here to group by that column.
E Template Category Group
o/osam2)y ), wf Mops Machinery and F
R P d Soap Re-chargeable v
P d Tailet Ralle Fie-chargeable v
01/07/2012

The order will be marked as repeating in the Stores Orders list, as shown below:

Alerts | Stores Orders
Type
gF | St Sp Repeating? Ordern ¥ Status Supplier order  Site code  Site name Ordered Required Client order re Cost Re-char
[=]) [=] (= (=] = =] = (=] (= (=] =] = (=
= Type : Direct (11 items) £567.00 2676
;\j repeating 15 S001 - New ABC123/ | The Guest House 28/06/2020 28/06/2020 £71.06 a4
A 13 S008 - Delivered ABC123 | The Guest House 29052020 29/05/2020 £570 £62
iy 1 5019 - New import XYZ98T/ | Shop 1 16042020 17042020 123 £62.07 £75.°
usual documents can be creating for repeating orders - the document will show that the order repeats:
[Order no: 3372/1 Purchase Order orderdate: 01/04/2012  Required daA 04/04/2012 J
Delivery address: .
Hildenborough Site Client order ref:
Mount Pleasant Ordered by: Templa support user
Sit tact: N
TN11 916 fte contac Regeatlng order
12 x 1 Month(s) orders
commencing 4/4/2012 endirg
4/2/2013
-
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Delivery is confirmed as normal after choosing the corresponding date tab:

i File Tooks Help
Close 48 Previous & Next ™ Notes £ aAttachments [ Process sheets
=] a ssheets |

i W workflow [y Documents @) Terminate repsat || @8 Confirm delivery | @8 Deliveries [} Purchase invoices @ Expand al

® Collapse all

| Stores Order | Dates

Transfer T stares Direct
Order number | 3372 Goods Receipt Details - {new)

Sie Hidenborough Sitd il Tools Help
Deliverto U cese b Swe bl Saveardnew (3 Hotes P Atachnerts ) Process sheels _
Contract DEMO -Deme Stof 5 Confirm delivery Expand all @ Collapse all
Orderdate | 04/01/2012 Fraeee
Urderedb/ RN Nlenp i peedlie) o oy number supplerdeiv el [
. Fram: -supalier | Clearing Supplies U L Divey rotes
: - intemnal stores ‘
Delivered to [ Hidenborough Site [ 18}
—— Delivery date 2 v
01/04/202||§Crag a calum -
01/05/2m2 &
VSRR u Category Group Product Supplietpartno. Types Order
2 |»  Mops Machinery and H  Mop Head oot Direct 372
01/07/2012 Sosn Re-chargeabls w  Hand Soap Diract 372
Toilet Roll Re-chargeable w  Toiet Fls Direct 372
sl i I
i3] Remove selected lines
T | vy M

Budget details will be displayed for Transfer and Direct orders only, as these types send products to the customer.

- oW

j23i Stores Order Details - JLLO ONE 01 dated 01/07/2013 required 01/07/2013 - REPEATING

i File Tools Help
i) Close kA Save kel Saveandnew @) Delete <@ Previous &p Next (S Notes ¢ Attachments ) Processsheets

! a@ Requestapproval @ Workflow 4% Post ™3 Expandall ® Collapseall
| Stores Order ‘ Dates

(CEfransier: (O To stores (@) Direct

Order number Client order ref | ‘ ‘ Special instructions | Request notes

‘m|o|)‘ JLLO - THIS ORDER REPLACES ORDER NO. 4328

Site [0 one
Defverto  |Ste  [w] Contect |(notsel) [w] | MONTHLY STANDING ORDER 15T WEEK OF MONTH FROM JULY
Contract  |JLLO/OT - JLLO ONE D1 V@
Orderdste | 010772012 Required date M| prear s
Budget  Spend  Pending This  Totsl Available Description G
Ordered by | Steve Maione |@l|o‘ o 102 o 0 0 o 102 Monthly
B 250 [} 0 0 56 Rolling quarter
1| Months v 123 1008 0 0 1708 114 Rolling year
o9 || 0212205 |v] B

Drag a column header here to group by that column

Template Category Group Product Supplier Qty Unit
BukFill Sosps  Rechargesblew  PINKPESRLSLT |[THAMES [v| 2 Case £10.060
Plastic Sacks Re-chargeable w | Clear Bags 2001 | THAMES 2 Pack £12.500

MifreshenerC  Rechergesblew  GLADEPACFIC |THAMES |v| 1 Case £20110
Tailet Rolls Re-chargesblew | SOFTY PROFES -E| 8 Case £13.220
Hand Towels Re-chargeable w -E| 15 Case £15.300

STORES ORDERS APPROVAL

Unitcost Zerocost Vat code

Standard Rate
Standard Rate
Standard Rate
Standard Rate
Standard Rate

Price group Zero price

JLL Pri E| Net 2ppl

JLLPri || Mot appl
B JLLPri E| Mot appl
B JLLPri E| Nt appl
B JLLPri E| Nt appl

All orders should be sent to workflow for approval, this will ‘post’ the order and commit it to the system which allows the

supplier and other documents to be generated.

Where no order approval workflow is required orders can be manually posted to commit them to the system via clicking on

the Post button:
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‘4 :.} ] \;:I =Y H s Stores Order Details - The Guest House dated 28/06/2020 required 28/06/2020 - REPEATING
e

General

‘/I <;:| E> H ﬁ D Delete 2 Notes E—F - 7;3 'Q I S

¢ Attachments

Close Previous Mext Save Save and Request  Workflow Post | Expand Collapse  Credit
new [ Process sheets approval all all control
Navigate Save Other Workflow Record
Stores Order | Dates ’m‘
(O Transfer () To stores (@) Direct Order status Apprc? Billing status Not applicable

Order number 15 Client order ref Budgets | Spend Limits

Site The Guest House =@ = Group Group Budget Spend Pending
Deliver to Site w || Contact | {not sef) ~

Contract ABC123/02 - The Guest House ~| @

Order date 28/06/2020 ~ Required date 28/06/2020 v

Ordered by Support Templa-C 55 0 Supplier arder ref

All orders need to be posted, as it is this process that commits the order and generates the documents for the supplier.
|

Confirm action

This process will accept the stores order, requiring you to
distribute the documentation to the supplier(s).

COnce accepted no further amendments will be possible

4 within Templa-Ch5. t

Continue?

Clicking on Yes will launch the Stores Order Documents screen from where the relevant documents can be printed or e-mailed.
For Direct and To-Stores orders, the order document can be generated. For Transfer orders, the picking list can be generated.

b B Stores Order Documents O x
S
L=

General

"J @ .g - & Auto refresh ~| | 5a Print document 7 I

) Email document | T T

¢

Close Refresh Expand Collapse Filter Un-filter
4 Export document selected  selected
List Row Filter

Drag a column header here to group by that column.

g st Type Supplier Mumber Documentdate  Printed Emailed Transmitted
| ®| | @] = O H = - - -
| | | || supplierorder | JANITORIAL-Janito | 1 | 2810612020 1248 38/06/2020 12-48

The status of the order can be one of the following, depending on how far it has been processed

New

Pending approval

Approved

Rejected

Awaiting pick (Transfer orders only)
Awaiting delivery

Part delivered

Part invoiced

Completed
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Stores order processing can be used to handle all purchases, i.e. not just site or warehouse delivered cleaning products but

also internal consumables and services, for example stationary, vehicle repairs etc.

Products have checkboxes to denote their Non stock or Ad hoc status. An Ad hoc product will also be considered as Non stock.
Non stock and Ad hoc products can be used on any type of order:

I vend)s

Products - Delivery Charge

-
General

) <:] |:> H . Notes

X ¢ Attachments
Close Previous Next Save

Navigate Save Other

General | Price groups  Suppliers  Properties  Audit

Code 622/
Description Delivery Charge
Product type Standard

Product category Delivery

VAT (Select for override)

[] cOSHH [] Menitered product

Monstock [] Adhoc

Activity status New ~
Sales basis 1| | unit

J

Transactions

Record

Image

<+

Non stock products allow the full use of the product database for standard description, costs and prices, as well as full use of
stores ordering processing. These could be used for frequent orders for consumables or services for example stationary,
vehicle repairs, etc. When placing an order for a Non stock product, the description can be overridden on the order line for

example ‘stationary’ can be changed to ‘notepads’.

When present on To stores or Transfer orders, Non stock products will be ignored from any stock control transactions.

An Ad hoc product also allows the full use of stores order processing, however, Ad hoc descriptions and specific costs and
prices all have to be defined on the order line. These could be used for infrequent orders for consumables or services, for
example purchase of a new car. When an Ad hoc product used on an order the Product field is replaced with a text entry box

where the user can enter details.

Stores Order | Dates

i Transfer () Tostores (@) Direct

Order number | new Client order ref Special instructions | Request notes
Site ACAS 3 T
Deliver to Site El Contact | (not set) El
Contract ADDOG/01 - ACAS e
Materials | | Consumables = Spend Limits
Orderdate  20/08/2012  [¥] Requireddate | 20082012 [] : -
@ Budget Spend Pending This  Total Awsilabl Description

Ordered by Templa support user @ » 7 0 0 0

Repeat details 21 18 0 0

["] Repeat? Every 0

End after 0 | (not set)

Drag a column hea ere o group by that column

@ Template Category Group Product Supplier Qty* Unit Unit cos Zero cos Vat code Price gro  Unit pric Unit Price

r @ g Stationery Office Expens [lglesaesii LYREC E Caseo £0.000 0 1 (20%) £0.00
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VAT processing

Vat codes are held at order line level and are retrieved from the respective order line product’s supplier. This can be
overridden for use in cases where a different VAT code applies to the products or services being delivered:

Template Category Group Product Supplier Qty” Unit Unit cos Zero cos Vat code F
- Stationery  Office Expens  Ad Hoc Produ LYREC |v | Caseo £0000 [ 1 (20%)

Goods Receipts

For To Stores orders, the goods have to be ‘booked in’ to the warehouse to confirm the items have been delivered. This can be
done via the following methods:

e Confirm receipt button on the stores order list, when pressed this will open the Confirm receipt details screen for the
selected orders.

o Confirm receipt button within the stores order, when pressed this will open the Confirm receipt details screen for the
selected orders.

o Goods Receipt option on the Stores menu which will allow users to enter Goods receipt details and associate it with
the relevant order.

I:;} *E] TemplaCMS - Contract Management System -- TemplaCMS Demo. - b3
Bl - |
— 5 - - = D, Tt - rw
U@ e m dwe UoA e @ 3 F0STYYE & o
) Reinstate
Close Refresh Print Excel Expand Collapse Open New View Picking Confirm  Print Filter  Un-filtler ~ Apply  Change Select Publish My .
receipt  documents || selected  selected lastfilter  filter  filter format assignments | i Show deleted
List Row Filter Status

Alerts | Stores Orders
Stores Orders

Type
5t Sp Repeating? Ordern ¥ Status Supplier order  Site code  Site name Ordered Required Client order re Cost Re-chary
=== C/C o C/C = = = | |

Stores

@ Stores Orders

@ Goods Receipts

@ Stores Order Reguests
@ Stock Balance

@ Multi Site Stores Orders
@ Multi Site Goods Receipt

Type: Direct (11 items) I
5 Type: To stores (2items) 1841 £00
N [ [ 5008 - Awaiting delive: | [wm T wiarerouse | 2s0sz020] " amioezoz0 | £1261 £0.0
B s 5008 - Delivered WH  WAREHOUSE 07052020 07052020 580 £00
Type : Transfer (2 items) BT BF
Enter the following Goods receipt details:
‘.; } SEIEBE Goods Receipt Details - dated 28/06/2020 from JANITORIAL - Janitorial - X
| & e |
U l I l ! % Notes §°§ -c -
© Attachments N
Close Save Saveand Confirm  Expand  Collapse
new I Processsheets | gelivery  all all
Navigate Save Other Record
Goods Receipt |
Delivery number | new Supplier deliv. ref | |
From-supplier | Janitarial o | Dalivery nctes
- internal stores | |
Delivered to | VIAREHOUSE e - |

D o

Quantity

Product Supplier partno.  Type Order Purchaset Ordered Unit Delivered (total) Unit cost O/s  This delivery Remaining Delivery total cost Remove remainder?  Comment
10 Litre Kitchen C  BINOO7 To stores 16 Materials 1 Each £5.700 1 1 0 £5.700
121Inch Stiff Red  WLSTRE12L To stores 16 Materials 5 Each £1.150 5 5 0 £5.750
12 Twine Socket  CXS12JG To stores 16 Materials 2 Each £0.580 2 2 0 £1.160

£7.430 £12610

< >
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Delivery number - this will automatically be generated by the system.

Supplier deliv. ref - it is important to enter the Supplier deliv. ref as this relates to their delivery note number and will be useful
when matching supplier invoices back to their deliveries.

The From supplier, internal stores and Delivered to options will be defaulted in based on the order.
Delivery date - this will default to todays date but can be changed if required.

This delivery - the quantities received will be defaulted from the outstanding order value, but the field allows for override in
case of short-delivery.

Remove remainder - this default from the System Control > Stores setting, but can also allow override if needed. Leaving it
unchecked will place the order on Part Delivered status, i.e. a back order. If this is a Transfer order type, the system will
automatically generate a second picking list ready for printing, once the stock position has been resolved in the warehouse.

Comment - any additional notes in regards to the products received can be entered here.

Selecting the Confirm Delivery option will post the goods receipt which will then be available for viewing via the ‘Deliveries’
option on the order.

\ Ol = Goods Receipt Details - dated 28/06/2020 from JAMITORIAL - Janitorial

General

J H E! . Notes ?'53 .c -

¢ Attachments

Close Save Save and Confirm | Expand Collapse
new I Processsheets ||| dalivery | all all
Navigate Save Other Record
Gonts eca
Delivery number new Supplier deliv. ref
From - supplier Janitorial e

Delivery notes
- internal stores

Delivered to WAREHOUSE B
Delivery date 28/06/2020 ~

Drag a column header here to group by that column.

izl Quantity
Category Group Product Supplier partno.  Type Order Purchaset Ordered Unit Delivered fotal) Unit cost
3 Bins Bins 10 Litre Kitchen C  BINOD7 To stores 16 Materials 1 Each £5.700
Brushes, Brooms,  Cleaning Product 12 Inch Stiff Red  WLSTRE12L To stores 16 Materials 5 Each £1.150
Mops & Accessori  Cleaning Product 12 Twine Socket ~ CXS12JG To stores 16 Materials 2 Each £0.580

For Transfer orders, the goods have to be ‘picked’ from the warehouse and can be confirmed as such by using the Picking
option on the order list or from within in the order:

£ : \ [ERE] TemplaCMS - Contract Management System -- TemplaCMS Demo
The
- General
1 N D @ Autorefrash <1 ] ™ ¢ = D 1T e = L -
U e = UOX @ # % & [ 9 \
Close Refresh Print Excel Expand Collapse Open New View Picking Confim  Print Fiter  Un-fiter  Apply Change Select Publish
receipt documents | selected selected lastfiter filter  filter format ass
List Row Filter
Navigator

B perts | Stores Orders | Produet List

Stores Stores Orders
© Stores Orders
@ Goods Receipts Type
@ Stores Order Reguests . y
[ St Sp Repeaing? Ordern © Status Supplier order Site code  Site name Ordered Required Client order
@ Stock Balance
© Mulfi Site Stores Orders [=]| (=) = [= = [= [= ol ol ol o]

© Multi Site Goods Receipt Type : Direct (11 items)

Type : Tostores (2items)

i Type : Transfer (2 items)

N 1 SO08 - Awiling delive XY2987) | Shop 1 TI062020 | 1710612020
E)| ‘ ‘ 10 ‘ 5017 - Pending distrib ‘ XrZ987! |Sw1 16/062020 | 16052020
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Selecting the Picking option will open the Picking Confirmation screen which operates similarly to goods receipts in that

quantities can be changed and remainders removed or left

e

vl )=
| General

Stores Order Picking Confirmation - Shop 1 dated 15/05/2020 required 15/05/2020 (from WAREHOUSE) o X

U :f,‘a .: - 2. Notes

¢ Attachments

Close  Confirm Expand Collapse

pick all all j Process sheets
Navigate Other
‘ Picking Details ‘

Order number From stores |WAREHOUSE ‘ol \ |

s T s o - |

R G s o |

Bmee = e G e _

Quantity
Category Group Product Ordered Ois Picked Remaining Unit Remove remainder?  Comment

b 45 Mops & Accessori  Cleaning Product |12Twimsmue« | 1 1 1 Each

Stares OrderPickConfim  Insufficient stock — the maximum avaiable to pick is 0. ~ | 5017 - Pending distribution | f

The user will be warned if there is insufficient stock for the item that they are trying to pick and they wont be able to Confirm

pick before the insufficient stock levels are resolved.

When the Confirm Pick option is chosen for products where there are sufficient stock, the Stores Order Documents screen will

be launched to generate the delivery note.

Confirm Delivery

For Transfer orders, and potentially Direct orders where notification can be obtained from the customer, the goods have to be
confirmed as received by the customer. This can be confirmed by going into the originally posted order where there will be

an option to Confirm Delivery.

gyoes -

Stores Order Details - Shop 2 dated 24/03/2020 required 24/03/2020 - ] X

\'Jl General |

U@ ie =

¢ Attachments

P e e DD g€

Order number | 2

Transfer | Tostores * Direct

Close Previous Mext - Workflow Documents Un-  Revise | Confirm Deliveries Purchase Sales  Equipment Cancel Expand Collapse
I Process sheets post delivery invoices  inveices items all all
Navigate Other Workflow Distribute Record
Stores Order | Dates ESEaEE

Order status | Awaiting delivery

Client order ref | Budgets | Spend Limits

Special instructions |

Request notes |

Site | shep2 @ . ||Grow 7 |Group
Deliverto [sie ~ | Contact | (netset v
Contract | xvzse7102 - shop 2 B}
Order date Required date
Ot S —
| Assien N v U<

Budget Spend

Pending This

Repeat details | Acknowledgement contact |

7 Template Category
ojiolic] =

A v XYZ consumsbles  Maps & Accessori
|| XYZ consumsbles  Mops & Accessori
[ XYZ materials Buckets
[ XYZ Recharge Maps & Accessori
|| XYZ Recharge Other
[ XYZ Recharge Buckets

Group Product Supplier

o g

Cleaning Product Janitorial 1 Each
Cleaning Product |12 Twine Socket | Janitorial 1 Esch
Cleaning Product | 3L Round Bucket | Janitorial 1 Esch
Cleaning Product | 60Cm Swesper M | Janitorial 3 Esch
Spares, Parts &0 Jaritorial 5 Esch
Cleaning Product | 9L Round Bucket | Janitorial & Esch

Unitcost Zerocost Vatcode

m ®EE

£0.800 1 (20%)
£0580 1 (20%)
£1.360 1 (20%)
£9.060 1 (20%)

£32.460 1 (20%)
£1.360 1 (20%)

Price group Zero price

 Standa -~ Netappl

 Standa -~ Netappl
~ Standa - MNotappl
~ Standa ~ Notappl

Bl oo plviba ool _

u
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Clicking on Confirm delivery prompts the Goods Receipts Details screen to appear and operates similarly to goods receipts as

shown below:

[ YR Goods Receipt Details - dated 20/07/2020 from JANITORIAL - Janitorial
S | Generat |
U l l l ! - Notes. Q,B .: ]
© Attachments. -
Close Save Soveond | Confirm  Expand  Collapse
new B Processsheets || delivery all all
Navigate Save Other Record
| Goods Receipt |
From - supplier Janitorial e | bz oD
- intena stores| |
Delivered to Shop2 e = |
Delivery date 200772020
e e e e e —
= Quantity
Categary. Grown Product Supelier partno.  Type Order Purchaset  Ordered Unit Delivered (toal) Unit cost Ofs _ This delivery Remaining Delivery total cost Remove remainder?  Comment
b | ihops & hocessori - Cleaning Product 120z Kentucky  KMT12 Direct 2 Consuma " Eaeh ED.200 1 1 [] E0.800
Mops & Accessori  Cleaning Product 12 Twine Socket  CXS12JY Direct 2 Consuma 1 Each £0580 1 1 1 £0580
Buckets Clearing Product 9L Round Bucket  755R Direct 2 Materials 1 Esch £1360 1 1 o £1380
Mops & Accessori  Cleaning Product  60Cm Sweeper M X0028232 Direct 2 Recharge 3 Each £3.060 3 3 (1 £27180
Other Spares, Parts &0 80z White Single  MIOO01 Direct 2 Recharge & Each £32.460 3 € o £194780
Buckets Clearing Product  SL Round Bucket 7558 Direct 2 Recharge 6§ Each £1.360 (3 € (] £2.160
£45.620 £232840
Match orders Remove selected lines

When the Confirm Delivery option is taken, no further documents are generated.

Confirm Delivery is the stage where any ad-hoc purchases are automatically released to the billing module (see later section).
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STORES ORDER REQUESTS

ithin TemplaCMS, not all users may be authorised to create stores orders yet there may be a requirement to allow these users
to request that a stores order be created. Typically, this would be where operations managers can raise the request and then
centrally the full stores order process is then managed. Stores order requests (SOR) are a specific form type for this purpose
where they have simplified data entry and where no budget control takes place. An approved SOR will then create a standard
stores order which then follows the normal controls for approval and distribution.

A SOR can be initiated with no quantities entered, for example, where an initial form is sent to the operations manager’s
mobile device so that they can copy it and generate their own requests with quantities included. Workflow can therefore now
be configured to handle both scenarios, without or with quantities.

A new workflow path must be created for Stores order request completion. A new check type has been added for ‘Stores order
request-quantities not entered’, i.e. to handle the first scenario above. The new SOR completion workflow path would most
likely be defined with two stages: completion and approval. By using the new check type above on the ‘completion’ stage, a
SOR form that has been pre-completed by the creating user will pass this rule, and therefore NOT stop on the stage. Thus it
would progress directly to approval, whilst a SOR form with no quantities entered would fail the rule, stopping on the stage
and be routed to the relevant completion user.

737 Workflow Path Details - Stores order request completion E@ﬁ]

File Tools Help |
U_:] Close H Sawe bé Save and new <A Previous E» MNext

% Substitute user

Stages Dates

Code SOR
Diescription Stores order reguest completion
Path type Stores order reguest completion

Transaction type

End of path status

Completed Completed

[ ]

Rejected Rejected

0

Ry

+

o
|
)

e =

A stores order is created as a result of the SOR having completed workflow. As part of SOR processing, the generated stores
order will be sent to workflow with no user intervention. As such it is necessary to define which workflow path should be used
for SOR approval - this is defined on the stores tab of System Control.

Stores order reguests

Stores order workflow path | Stores order approval A= 'ﬁ'

SORs are manually created from the SOR list (or via Mobile CMS). The user must specify site, contract and selected purchase
types or contract stores templates. When created from a pre-filtered list, the site and possibly contract is pre-populated and
cannot be changed. Furthermore, where the SORis to fulfil a workbill the workbill number can be recorded.

If the contract contains multiple stores templates the user may optionally select either the purchase types (which may relate
to several templates) or templates to be included. Where multiple templates may be used to build the product list the user
must first select the site and contract followed by one or many templates that are appropriate to the contract.

Once purchase types or stores templates have been selected, the user may begin either to enter the required quantities
immediately thus forcing on-line generation of the form items (i.e. products) or leave the quantities empty, either way then
choosing to post. Posting of the form will send the form into workflow on the SOR completion workflow path. This should
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therefore result in the SOR form being assigned to a relevant user to enter the required quantities, based on the workflow
path setup.

= —_—— —— — — —

- ™
'_E_' Stores Order Request Detail - (new) (- ———— S S A ——— [-‘:' | Y |_-""""]

I File Tocls Help
i (J Close k) Save '\ Notes ¢ Attachments :] Process sheets

! @@ Expandall @ Collapseall §g Post

Products  Dates

Reguest number =

Site Tower House -+ e A
Contract AAMANDT - Tower House El o
Purchase types Materials; ﬂe

Stores templates

The following optional details can be added to the SOR and if entered these will be transferred to the SO when generated.

Acknowledgement contact IKeiIJim 2@
Delivery user [Jones. Julie - CM02 ek

workbill | | 0@

Whilst the workbill number will be validated to ensure that it does not relate to another site it will also be possible to enter a
completely unknown workbill number, as not all workbills will exist on the mobile device. The workbill number will be
validated when the SOR is returned to the server and if invalid will be appended to the ‘special instructions’ of the SO for later
interpretation by a user.

When an SOR form is in workflow, only the assigned user is allowed to enter details. The items are displayed in a grid as
below. If any additional products are required, these can be added as text rows at the foot of the grid. Once at least one
quantity has been entered the SOR can be sent on.

s 5
T Stores Order Request Detail - . n—— m— LI_I—J‘:' ] o
: File Tools Help
i [ Close k) Save @@ Previous ®» Next | Notes ¢ Attachments :I Processsheets ) Re-assign approval Gy Reject <@ Sendon @ Workflow
i u@ Expand all ® Collapseall (3 Print/email request

Criteria Dates
Drag a column header here to group by that column.
Preduct group Preduct category Preduct Unit size Purchase type Last cost Quantity Total cost *
= = [= [= [= [= [= [=
Janitorial - Janit . Maps - Mops TMPEQUIP168 - KENTUCKY BLUE ALLOY HAN.  ltem Materials 31670 0 0.000
Janitorial - Janit.. = Floor Pads - Floor..  TMPEQUIP101 - 2ND LINE FLOOR PADS 17 INC..  ltem Materials 11.560 0 0.000
Materizls - Clea.. Carpet Cleaners -.. TMPMATER1E - ULTRAPAC RENOVATE 5 Ltr Container Materials 13.220 0 0.000
Janitorial - Janit..  Brooms - Brooms ~ TMPEQUIP13 - 4FT WOODEN MOP HANDLE x1..  ltem Materials 0.720 0 0.000
Janitorial - Janit.. Dustpans - Dustpa. TMPEQUIPE4 - DUSTPAN “ELUE & SOFT™ ERLUL.  ltem Materials 1.000 1 1.000
Janitorial - Janit.. Buckets - Buckets = TMPEQUIPZY - MOP BUCKET BLUE 3LITRE PLA. ltem Materials 4.040 0 0.000
Janitorial - Janit..  Buckets - Buckets  TMPEQUIP2S - STANDARD ABBEY RED 10LITR.. ltem Materials 1410 50 70.500
Materials - Clea.. Gum Remover - G..  TMPMATERE5 - SELDEN SELFREEZ CHEW GU.. = Container Materials 71.860 3 215580
» Overalls ltem Materials 0.000 1 0.000 =‘
287080 ~
Remove Purchase type Total cost
»  Materials 287.080
287.080
Stores OrderRequestiDefail S 2074 Templs Computer Sysfems Lid SOR03 - Pending completion | 3
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Once completed, the SOR is sent back to the server for the creation of the Stores Order which then passes through workflow
approval, i.e. budget checking etc. The process is as follows:

If any non-zero product quantities exist, a stores order will be created for the requested products only.

If any additional products have been entered, these will be formatted as multi-line text and placed in the existing
stores order ‘request notes’ box.

The stores order will be sent to workflow on the nominated stores order approval workflow path for requests.

The SOR form will be updated with the SO number that was created.

31 stores Order Details - Tower House dated 26/02/2014 required 26/02/2014 - = ) s
: File Tools Help
i (D Cose bl Save ked Seveandnew @@ Previous S Next () Notes £ Attachments 5] Process sheets Il
i @ Abandon approval () Re-assignapproval T Reject @ Sendon W Workflow ™3 Expandall @ Collapseal [HICEateontoINOVERDUE CREDIT EXCEEDED
Stores Order |_Dates
© Transfer (© Tostores @ Direct
Order number Client order ref Special instructions || Hequest noies|
Ste Tower House /@[] [ Overalls ~ Hem - Materials 1 -
Deliverto [=] Contact |(notset) [=]
Contract AAMAJOT - Tower House =@
Ordercate | 26022012 ] Required dote | 26022014 || (0o00ets | Seend Limis - - -
Group Group Budget Spend Fending This  Total Available Descripl
Ordered by | Templs-CMS maste (/@) [ viorsil 09 b | Materials Materials 291169 000 0.00 28708 287.08 262461 Monthly
Billing status | Nt applicable Supplier order ref et sos2 ot 00 s 7708 G0 Foling
Repest dctals Materials 34,866.16 7.95296 727.96 26708 836800 2530016 Roling
[0 Repeat?  Every 0
End afier 0] [ (notsel et - ;
Drag 3 column header here to group by that column
] Template Category Grovp Product Supplier Qiy Unit Unitcost Zerocost Vatcode Price group Uit price Unit Cost  Price
> T e [ THAMES) 1 hem £1.000 Stendard Rete £0.000 ltem £100  £0.00
Buckets Janitorial tems THaes) =] 50 tem £1410 Sonsara Rote |« £0000 Hem £7050  £000
GumRemover  Cleaning Chemic [SELDENSELFR | THAMES) E| 3 Casecfl E£71.880 Stendard Rate E 20000 Caseofl £21558  £0.00
[ 8708 enoo]
KN w »
[ Build rom contract ][ Add from templates | Add products [ ey
= et sterms Lt SO02 - Pending spproval |

Document Ref: TEAM TemplaCMS - Stores.docx Version:

Once approved and posted the SO will be at a status of ‘await pick’, and the SOR status will be updated on the
mobile. A SO confirmation document can be automatically e-mailed to a nominated contact, detailing key products,
i.e. rechargeables.

Once the above has been confirmed the SO will be at a status of ‘awaiting delivery’ and the site manager can then
arrange for delivery to site.

Only one delivery is permissible at a time for the same SO, so on a delivery to site the deliverer will confirm the
delivered quantities on the mobile and capture the client signature in acknowledgement of any rechargeable items
delivered.

Once confirmed as delivered, the confirmation is sent back to the server for creation and automatic posting of the
GRN, thus making the rechargeable items eligible for invoicing. The signed delivery note may be optionally e-mailed
back to the acknowledgement contact.

NB: it is the stores order’s delivery date (where delivery notes maybe auto-built from the purchase invoice) that is
used to determine whether to include any rechargeable products within the sales invoice batch.
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Where System Control is checked for ‘delivery signature required’, when the confirm pick screen is presented the user is now
required to select ‘delivery user’:

Hicking Uetails

Order number [4244 Fromstores  [Templa Computer Systems WAREHOUSE LE

Order date Im1m15 vI To site I 1z 0 A
Required date Im1m15 vI i

Quantity
= | Category | Group | Product Ordered Ois|  Picked| Remaining| Unit Ren
3 Cleaning Product  General Cleaning  Toilet Cleaner Y 4 4 4 Box of 12 Each
Centrefeed Paper Products  Centrefeed Rolls 5 5 5 Pack §

el ettt i i 11 |

The user will only be allowed to be selected from a list of users who are defined as ‘associated users’ within the TemplaCMS
Device Registration option. Where there is only one user available this will be defaulted, otherwise only eligible users will be
available for selection. The BA restricted analysis will not be applied here, as managers may deliver to sites that they would
not normally be authorized to.

By confirming pick, the SO will be set to a status of ‘awaiting delivery’, although a subsequent picking confirmation could still
take place. If the first ‘confirm pick’ was assigned to a delivery user then no further confirm picks can take place until the first
has been through ‘confirm delivery’.

If the current outstanding ‘confirm delivery’ has been sent to a mobile device mistakenly, an option for ‘reassign delivery’ has
been provided which will remove it from this mobile device and send it to the required mobile device, without the need for
un-posting the picking confirmation.

As discussed above and detailed below, the actual ordered products and quantities of the SO are returned to the linked SOR
on the mobile device, thus the user can now see quantities as below:

Unit Purchase type Cost Requested Ordered Picked Delivered Delivery Total

Box of 12 Each Materials 4.00 4 4 4 0 1 16.00

Furthermore, rechargeable items now highlighted in red for easy recognition.

For a transfer order at a status of ‘awaiting delivery’, the user may enter the delivery quantities, and progress to the ‘confirm
delivery’ tab, where a signature can be captured:

Confirm Delivery

Signature Please

Date completed 26/01/2015

X

Confirmed?

Notes

If there are any products for purchase types flagged for ‘client confirmation required’, the signature is mandatory. On
acceptance the details are returned to the server when next synchronized.
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On receipt of delivery confirmation details from a mobile, a GRN is created and posted. The signature, date/time details and
notes are stored on the ‘delivery note’ document.

Note: any part deliveries confirmed from the mobile device are applied normally, i.e. setting the SO to a status of ‘completed’
or ‘part delivered’. Subsequent pick confirmations can be processed providing the status is the latter.

Where the SO has a nominated acknowledgement contact, the delivery note is automatically emailed.

Delivery notes will print the captured signature, date/time details and notes, where they exist.

A PDF version of the SOR form can be generated for print or email at any point on a posted SOR form. Thus the request could
be completed on paper and then entered to TemplaCMS at a later stage.

‘SO confirmation’ documents can also be printed or emailed and may require a signature from the client on the mobile device
but only certain purchase types for example ‘recharges’ should appear on the document. In order to achieve this the
purchase type can be flagged as ‘Client confirmation required’:

'E' Purchase type detail - Recharge I.'=' =] J |
: File Tools Help
J Close k) save k2 Save and new 4@ Previous B2 Mext

General | Dates I
Code RECHARGE
Description Recharge
Nature Recharge

Client confirmation required?

i

S
FurchaseTypeDetail

(%1
=
a
3
o

The existing facility available on the contract screen for stores order forms has been renamed ‘Manual stores order forms’ to
differentiate these from SORs.

Stores Order Requests (SOR) on TemplaCMS mobile allow materials budget comparisons to be seen. Along with this, controls
can be outin place that could prevent a user from sending a SOR to TemplaCMS server where budgets would be exceeded.

SYSTEM CONTROL - STORES

To implement budgets on mobile SOR, the budget control frequencies is relevant for this process need to be identified. This
can be done from the ‘Stores’ option on the ‘System Control’ menu:
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Budgetary control frequencies

Budget pear end date IW Mobile device and
Count Basiz Description stores arder form
1 |"weekly j Raolling period j I Ralling week v
1 |Monthly j Raling period j Fiolling manth r
3 |Monthiy j Fixed period j Fixed quarker r
3 |Monthiy j Rolling period j Faling quarter r
1 |Yeary j Fixed period j Fixed year r

Only one frequency may be selected.

DEVICE REGISTRATION

On each device registration, the user can nominate whether the budget comparisons should be made visible, and whether to
allow the budgets to be exceeded

Stores Order Reguest Budget Comparison
¥ Show Stores Order Feguest budget comparizon?

[T Allow Stores Order Request budgets to be exceeded?

BUDGET COMPARISON CALCULATIONS

A nightly batch process will calculate the budget comparisons for every contract based on the current and next budget
periods for the budget groups flagged as ‘materials’. The results of the calculations, including the date range to which they
relate, are sent to each relevant mobile device flagged to ‘Show Stores Order Request budget positions?’

MOBILE SOR

During entry of the SOR on a mobile device, the total cost is shown for each purchase type used. For a ‘Materials’ purchase
type on a device flagged to show SOR budgets, additional information will be shown as below:

Expand Miscellaneous

Expand Paper Products

Expand Uniforms.
Furchase type Tatal cost Budget Spend Fending “Warianoe
M aterials 51.00 18.46 0.00 0.00 -32.59

All details shown are based on the period relevant to the selected ‘required date’ of the SOR. The ‘Spend’ column reflects the
value of posted stores orders for the period, whilst ‘Pending’ is the value of un-posted.

Based on the device registration settings, the user may be prevented from completing the SOR (and therefore sending it to
the server) if the budget has been exceeded:

Error

This stores order request has exceeded the

defined budget

OK
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PURCHASE REGISTER

The ‘Transaction Register » Purchase Register’ option enables supplier invoices to be logged and then sent out for approval
using workflow. Invoices related to deliveries against ‘Direct’ or ‘To Stores’ orders can have the data entry minimised by

matching to orders or goods receipts.

After entering basic invoice information from the supplier’s document - such as supplier code, document reference and tax

point - one of the match options can be chosen:

i Purchase Invoice Details - Invoice

- oI

i File Tools Help
i [J Close kAl Save kel Saveandnew [\ Motes ¢ Attachments '_‘ﬂ Process sheets

fom Request approval

| Invoice |
Purchase Invoice header
Batch | (ot batched) ‘%‘
o e | e
Supplier | THAMESMEAD BUSINESS SERVICES LIMITED *@
Taxpoint  [(EIEFNE [v] Duedate  [(otset)  |v| -
Check totals
Description | ‘ Met VAT Gross
Invoice £0.00 £0.00 £0.00
Met total
T b Cumulative £0.00 £0.00 £0.00
fota Variance £0.00 £0.00 £0.00
Grms )
(e R e e e ) TR _
=2 Quantity  Met unit cost Text MNet VAT Gross
emove etaills latch stores order latc receipt latch workbi atch self billing invoice I ‘om post
R Detail Match de: Match goods i Match workbill Match self billing invai Build fr ed
e T T o B 2013 Templa Computer Sysfems Lid - .

‘Direct’ orders are unlikely to have a receipt entered, as most customers do not inform the company that they have received
deliveries, so in these cases, use the ‘Match stores order’ option, with the resulting screen best grouped by order number:

TR = T T

IT3! Stares order matching = =
: File Tools Help
U Close @ Select ®F Expandall @ Collapseall
| Matching criteria |
Buniiey | THAMESMEAD BUSINESS SERVICES LIMITED (1]
Transfer from site | |
Deliver to site | |%2|
Order number l:l
Delivered ONe (OYes (@lgnore Find
Invoiced @ No ()Yes (llgnore
Order details Category Group  Product Supplier partno.  Order date Reguired -
431
433
439
548
v
Ig >
StoresOrderMaiching B 2013 Templa Computer Sysfems Lid |

To Stores’ orders must have had a receipt entered; otherwise, stock balances in the warehouse will not be maintained. So, in
these cases, use the ‘Match goods receipt’ option, with the resulting screen best grouped by delivery reference.
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e auwis o

+ Goods receipt matching -

File Tools Help

J Close Select @ Expandall ® Collapseall
Matching critena

Supplier THAMESMEAD BUSINESS SERVICES LIMITED (i)
Transfer frem site

Deliver to site CY
Order number o

Receipt number 0

Invoiced @ No ()Yes (lgnore
Order no.
|

jﬂ Order details Receiptno. Category Group  Product  Supplier part no. Order date Del o

125
128
204
249
293

< >

i

b
3
3

)
3
g
b
5
@
3
3

With the above options, the system will list all outstanding order/goods receipt lines, grouped as necessary, and the supplier
should inform you on their document of the order/delivery ref being invoiced, so simple selection will retrieve all lines to the
invoice.

Multiple matching can take place on one invoice if necessary. The invoice lines will have had the full match details
automatically populated by the system, defaulting the outstanding ordered/received quantity as the invoiced quantity. All
fields can be changed if required.

Where invoices have been matched to the order rather than the goods receipt, and where no goods receipt exists (e.g. for
‘Direct’ orders), when the invoice is posted across to the ledgers, the system will automatically generate a confirm delivery
(receipt) record, i.e. it will be assumed that the goods have now been delivered.
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BILLING

Based on the details entered on the Billing tab in contract configuration, any ad-hoc purchases will be included in the next
appropriate billing run, provided orders and products have been confirmed as delivered.

: File Tools Help

uj Close @ Previous &p Mext 3 Notes :] Process sheets _‘ﬁ Pro-formas

Invoice Details - Invoice for TRUSTEES OF MARBLE ARCH TOWER UNIT TRUST dated 31/12/2012 = =

Invoice
Inveice header
Batch batch 521 - Goods Recharge for Accounts ending 31/12/2012 Invoice M)
Client TRUSTEES OF MARBLE ARCH TOWER UNITTRUST @[ |312z012 R
Address to site | kEpma 55 0 0 Financial period
J_| 02/ 9
Par Site Text Qty Price et VAT Gross VAT code Task type
KFMA 55 Ref:4743/1, Del Date:30/11/2012 - 1.00 £950.62 £950 62 £13012 £114074 Standard Rat Re-chargez
Live 15ft Red & Gold Decor
Christmas Tre
KFMA 55 Ref:4749/1, Del Date:30/11/2012 - 1.00 £74325 £7425 £1485 £83.10 Standard Rat Re-chargez
Christmas Tree Parcels
£1,02487 £204 97 £1.229.84
< >
Add Remave Details
| InvaiceDetai!

820713 Templa Computer Sysfems Lid |
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STOCK CONTROL

Stock Balance

The Stores - Stock Balance’ option gives an overview of the products and their stock levels on the system for any internal
stores location, as well as providing a facility for simple stock balance adjustments.

Do LIeNYS HRE oy SSIcuL e

Stores
@ Stores Orders

Stock Balance List

@ Goods Receipts Drag a column header here to group by that column

‘@ Stock Bal oF]
ock aance [ St site Product

= = =

Double click on a stock line to launch the ‘Stock Balance Detail’ screen:

RCCP  RCSCOM39-FIN
RCCP  RCSEQU1ED-D
RCCP  RCSEQU7S-FR
RCCP  RCSWOR134-|
RCCP  RCSEQUT73-K
RCCP  RCSEQUSE-TA
RCCP  RCSMAT163-BI

Contract Admin RCCP RCSMATTIS-K
Easl | RCCP RCSWOR4-Ue
Workbills —

RCCP  RCSWOR1S6- |
RCCP  RCSCOM278-S
= RCCP  RCSEQU281-K
Reports RCCP  RCSWORS- W

il Stock Balance Detail = =

¢ File Tools Help
i () Close k) Save kel Saveandnew €@ Previous Ep MNext

i @ Transactions

| Stock Balance |
site | RecpREGULAR [
Product | KExX FLAT MOP 60CM METAL FRAME & HaNDL @]

Stockedas | ltem |

Current New
el 0] |
v | o onwese [ 0
| —)
S | —
o e
Valuation £0000| | | Valuation
Onoder | 0| | |Onorder
Projectedfies. 0| | Projected free

On supplier order details

Nete, the Tast cost’ can only be updated where a change in ‘physical
stock’ takes place.

I

StockBalsnceDetsil 2013 Templa Computer Systems Ltd 4

Category
=
Dishwash

Miscellan
Floor Pad
Shirt

Flat Mops
Cloths
INHU Pro
INNU Fro
Jacket
Shirt
Miscellan
Gloves

Jacket

Group

=
Re-cha
Janitori
Janitori
Unifor
Equip
Janitori
Cleani
Cleani
Unifor
Unifor
Re-cha
Janitori

Unifor

Unit

Physical stock Stocked as

=

Free stock

o

Mavigator A Property Types List  Stores Orders  ProductList  Goods Receipts  Purchase Invoice Batches  Invoice Batches | Stock Balance List

On supplier order  Projected free ¢

=

o

e a o o w o o o oo oo o

From this screen, the physical stock balance and last cost can be adjusted. Where stock balances are changed, a stock

movement record will be generated.

The ‘Transactions’ option will show all the movements affecting the stock levels for the product.

The stock transaction list can be shown by clicking on the ‘Transactions’ button within the Stock Balance Detail window:

i @ Transactions
= 1
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>l

v

il Stock Transaction List = =
¢ File Tools Help
i [J Close @ Refresh (%a Print & Excel @ Expandall ® Collapseall

Drag a column header here to group by that column.
B2 St Site Product Units Quantity Unit cost Source type  Source docum  Dated

= = = = = = O] = =

» RCCPREGU KEXFLATM  ltem 8 £12.480 Adjustment 02/02/2012 18:48:35
B RCCPREGU KEXFLATM  ltem -1 £0.000 Pendingtran TFR 2248 31I05/2012 15:10:34
B RCCPREGU KEXFLATM  ltem -1 £12.480 Adjustment 07/06/2012 13:06:20
B RCCPREGU KEXFLATM  ltem -1 £0.000 Ontransfer ~ TFR 2248 18/06/2012 10:47:10
B RCCPREGU KEXFLATM  ltem 1 £0.000 Pendingtran TFR 2248 18/06/2012 10:47:10
B RCCPREGU KEXFLATM  ltem -1 £12.480 Deliveryout  GRN 2717 18/06/2012 10:47:20
B RCCPREGU KEXFLATM  ltem 1 £0.000 Ontransfer ~ TFR 2248 18/06/2012 10:47:20
B RCCPREGU KEXFLATM  ltem -1 £0.000 Pendingtran TFR 3958 19/0%/2012 15:09:52
B RCCPREGU KEXFLATM  ltem 1 £0.000 Pendingtran TFR 3958 200092012 11:19:22
B RCCPREGU KEXFLATM  ltem -1 £0.000 Pendingtran TFR 3958 200092012 11:19:22
B RCCPREGU KEXFLATM  ltem 1 £12.480 Receipt GRN 4834 24/09/2012 08:11:28
B RCCPREGU KEXFLATM  ltem 1 £0.000 Pendingtran TFR 3958 250912012 14:23:47
B RCCPREGU KEXFLATM  ltem -1 £0.000 Ontransfer ~ TFR 3558 250912012 14:23:47
| RCCPREGIL KEXFIAT M lan 1 OO Min trancfar _ TER 0R8 IRINGIAT_14-72.R7
Stock Transactionlist 43 rows ©2013 Templa Computer Systems Lid

The stock balance detail screen also has an option to view ‘On supplier order’ details.

This provides access to the list of orders which make up the ‘on order’ supplier quantity, with drilldown access to individual
stores order/line enquiry:

i Stock Balance Detail = B
File Tools Help
u Close H Save ng Saveand new @@ Previous E» Mext

&8 Transactions

stock Balance

Site RCCP REGULAR o2
Product CLOVER BREAKER POOLSIDE DESCALER 12x1 o B!
T N e s il On supplier order = =
Current New : File Toocls Help
: Close ‘@, View Expandall @ Collapse all
Physical 40 Physical 40 | . ﬂj = Bpa p
Stores orders
On transfer 0 On transfer 0
Pending 5 Pending 5 Drag a column header here to group by that column.
Eres £ Eres % @ Order no. Order details Category Group  Product Supplier part no. Order date Re
P =T S =T 7* 8525 no: 8525 date: 2 Cleaning Descal CLOVER BREAK — MSDD04 21/06/2012 2
cos cos E
Valuation £93.600 Valuation £53.600 q
On order 12 On order 12
Projected free 47 Projected free 47
| 1
I—MWH&—. < S
L»lg:l.(_trai;s;;?: can only be updated where a change in ‘physical OnSupplierOrderList 8 2073 Templs Computer Sysfems Lid i

The ‘Reports > Stock Valuation’ option will give an overview of the products, their stock levels, and valuation on the system
for any internal stores location. Valuation has two options:

o FIFO (firstin first out) - where each goods receipt or adjustment batch has its unit cost applied to the unallocated
quantity of each batch.

o Last Cost - where each goods receipt or adjustment batch has the only, or preferred, supplier’s current unit cost
applied to the unallocated quantity of each batch.
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Stock movement date range and product filtering can be applied to subset the detailed transactions and products

being listed:
(31 stock valuation - - [ESEEE
: File Tools Help
i Close @ Refresh
| Selections | Details
Internal stores site | wiarehouse 1 =02
Movements to show
Fam
™
Hide complete transfer allocations?
StockValuationEnquiny ©2075 Templs Computer Systems 1id 4

Click on the Details tab to display the product list screen showing stock balance and valuation. Click on any product to drill

down to the summary stock movements:

e
Iy

Stock Valuation

: File Tools Help

Ej Close Q? Refresh
& Print @ Excel =@ Expandall ® Collapseall
Selections | Details |

FIFO Stock Valuation for RCCP REGULAR between 01/09/2013 and 02/03/2013. Runat 14:09 - 02/08/2013

Drag a column header here to group by that column.

Group Category Product code Product description  Stocked as Free stock  Physical stock Valuation
Re-chargeable w  Dishwasher ltems RCSCON3S FIMISH SALT 8x2K  Bag 0 0 £0
Janitorial ltems Miscellanecus-E =~ RCSEQU150 DUST SHEETS .C  ltem 0 1] £0.00

Janitorial ltems Floor Pads RCSEQU79 PREMIUM FLOOR  lem 1 1 £362
Uniforms Shirt RCSWOR134 IMAGEWEAR LAD  ltem 3 3 £23.85
Equipment Flat Mops RCSEQU173 KEX FLAT MOP &0 ltem 1} 1} £0.00
Janitorial ltems Cloths RCSEQUS6 TASKl: REUSABLE  Pack 1] 1] £0.00
= Cleaning Chemic  INNU Products RCSMAT165 BIO SCRUB-itr B ltem 75 138 £130.44
Quantity Costs
Type Document Date ks Criginal  Allocated Issued  Qutstanding Per unit “aluation
‘Opening bal 01/0%2013 00:00:00 73 78 £150.44
Pending transfer ~ TFR 8551 02/09/2013 12:53.34 -3 -3

Closing bal 02/0%2013 23:58:59 75 73 £150.44
Group Category Product code Product description  Stocked as Freestock  Physical stock “aluation
Cleaning Chemic  INNU Preducts RCSMAT113 KARPET KARE-5  ltem 4 4 £153.60
Uniforms Jacket RCSWOR4 \wWearmaster Classi  ltem 5 5 £43.75
Uniforms Shirt RCSWOR156 IMAGEWEAR BLO  ltem 1] 1] £0.00
R o w  Miscell C RCSCONZTE SALT ROCKBAGS  Bag 20 20 £137.40
Janitorial ltems Gloves RCSEQU281 Knitted Latex Palm  Pair 10 10 £6.00
Uniforms Jacket RCSWORS9 \Wearmaster Classi  ltem 3 3 £29.85
Uniforms Foot Wear RCSWORS2 WEARMASTER SA  Pair 1 1 £30.36
£23732.44
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STORES ORDER SUPPORT FOR EQUIPMENT

The stores ordering process can be used to order equipment items and can allow the automatic creation of the equipment
item, its assignment to site and the capture information from the purchase invoice.

The following two options can be defined on a product:

Create equipment item?
Equipment category

Entry of an equipment category is only possible, and is required, where the ‘create equipment item’ flag has been ticked.
Furthermore, a product so ticked will implicitly be marked as ‘non-stock’, and have all unit factors (purchased, sold, stocked)
setto 1.

'? Products - 25 Mtr EXTENSION REEL WITH RCD Elﬂllj

: File Tools Help
: [ Close k) Save e Saveandnew <@ Previous B MNext | Y MNotes § Attachments

: @ Transactions -

Price groups  Suppliers  Audit  Dates

Code TMPEQUIP407

Description 25 Mir EXTENSION REEL WITH RCD

Product category Equipment Miscellaneous 1 ] :
VAT [Select for override) E [

[7] COSHH [] Menitored product
Monstock [] Adhec

Activity status Active E‘

Create equipment item?
Equipment category | Vacuum Equipment 0
Units
Purchased as ltem S| of 1| ltem
Sold as ltem &g of 1| ltem |
Stocked as ltem % ) of 1) | ltem

Goods receipts can be entered manually for a stores order or be automatically created as a result of a purchase invoice
matching a stores order item. Regardless of the method of creation, the action of posting a GRN will take the product settings
into account.

On receipt of a product flagged to ‘create equipment item’, an equipment item will be created for each unit received,
as follows:

Code - generated based on the product code, and an ascending unique number. Thus where multiple items are
created from a single receipt line, they are consecutively numbered.

Description - taken from the product description, or the ad-hoc text from the stores order line (if an ad-hoc product)
Equipment category - taken from the product definition

Purchase date - the GRN delivery date

Purchase value - the unit cost from the GRN line (which will have been derived from the purchase invoice if the GRN
was auto-created)

Each created equipment item will be automatically assigned to the site, effective from the delivery date.
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Where a purchase invoice is matched to an existing goods receipt line, the post of the purchase invoice updates the
equipment item with the correct purchase value.

To un-post a stores order, the GRNs, purchase and sales invoices must be un-posted first, and in sequence, due to the
references between them (see ‘Stores Order Reversal process’). As equipment items also reference GRNs, these cannot be un-

posted until the equipment items have been manually deleted first. Un-posting of a purchase invoice does not affect
equipment items.

Areference to the GRN that created an equipment item will be held on each item in addition to the supplier, stores order
number and purchase invoice number (if one exists). These details are also visible on the list.

F'._H B
1 Eqdmert e bt e o

: File Tools Help

q_j Close H Save E.! Save and new <@ Previous B Next |4 Notes P Attachments :] Process sheets

G Transactions -

Sites Properties  Dates

Code TMPEQUIPAD7A
Description Extension cable

Equipment category | Vacuum Equipment

é

Missing?
PAT testing Equipment details
Last PAT date =] Purchase date 260212014 [=]
Next PAT date E Purchase value £3265
Freguency E Asset number
Purchase details

Purchase invecie number | 10213 |nvoice for DURYT dated 26/02/2014 due 23/03/2014

©

GRN number 11465  dated 26/02/2014 from DURYT - DURYT

Stores arder number

U

- (-

8573  Tower House dated 26/02/2014 required 26/02/2014

Supplier DURYT

fs]

EquipmentitamDetzil

B 2074 Templs Computer Sysfems [fd
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STORES ORDER REVERSAL PROCESSES

The Templa-CMS stores ordering system allows the roll-back of stores orders through their possible stages:

Posting

Picking (transfers only)
Goods receipt/delivery
Purchase invoice matching
Sales invoice re-charge

With the exception of the purchase and sales invoices, a roll-back of stores orders will require these stages to be un-done in

reverse sequence.

The ‘Revise’ function within Stores Orders allows the user to edit Orders that have already been posted:

el Stores Order Details - RICO 4TH 01 dated 26/04/2013 required 29/04/2013 = =
: File Tools Help
u Close @ Previous & Next ',‘ Notes ¢ Attachments ﬂ Process sheets
P @ Workflow g3 Un-post b—hﬂﬁl D_') Documents i Confirm delivery @8 Deliveries [) Purchaseinvoices < Cancel ™8 Expandall ® Collapseall
Stores Order | Dates
Transfer | Tostores (@) Direct
Order number | 7648 Client order ref | RJCO Special instructions | Request notes
Site RICO 4TH [i 1=
Deliver to Site Contact | (not set)
Contract RJCO/01 - RICO 4TH 01 (i)
Order date | 261042013 Required date | 29/0412013 Materiol: (R
- o # Budget Spend Pending This Total Awvailable Description
Ordered by Seniz Muharrem R 2% 24 0 0 2 2 Monthly
Repeat details 80 55 ] ] 55 25 Rolling quarter
Repeat?  Every [} 31e 264 o o 264 52 Rolling year
End after 0 |(netset)
Drag a column header here to group by that column
=2 Template Category Group Product Supplier Qty Unit Unitcost Zerocest Vatcode Price group Zero price
3 ol Plastic Sacks Re-chargesble w | white bags 15x24 | THAMES 2 Pack £9.390 Standard Rate B0% St Mot appl

A revision can only take place if the following conditions are met:

The order is not repeating
On ‘direct’ and ‘to stores’ orders, the status must not be “Completed”
For a transfer order, picking must not have occurred yet

Under these circumstances, it is then possible to start the revision process. The order status will be changed to ‘revising’, at
which point it will no longer be seen as posted. For each eligible line of the order (i.e. those that have not been received or

ﬂ | ‘ |Templats |Ealeguly |Gruup Product Bty Unit Unit cost| Zero cost | Vat code Price group | Unit price| Unit
3 Bags ‘wiaste Sacks ABCOOT 1 Bag £1.000 = 1 [20%] j Internal j £1.000 Bag
Bags ‘waste Sacks ABCOOT 1 Bag £1.000 = 1 [20%) j Internal j £1.000 Bag
[l I IO
Build from contract | Add from templates I Add products | Remove selected products ‘ Remave ZERD products |
| stovestucteideto 2T CompEr SR ErE L 5013 - Revising JI

invoiced), a copy will be created which can be edited, as shown below:

Users are now free to amend these latest lines as required, and can also add new lines if required. If any zero lines are added,
they will be removed at the point of posting the revision. A revised order must be approved (again) by a user with a stores
order revision approval workflow path, at which point it will be posted with the new/edited lines in place and any old lines
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removed. The order status will then return to “Posted” and notes will be added to the order to record the start and end of the
revision process, along with auditing any changes made:

1 Stores order Notes - RJCO 4TH 01 dated 26/04/2013 required 29/04/2013 = =
File Toocls Help
[J Close (P Save (@ Saveandnew (% Print & Excel

Classification | By |on | at |
Z [5] =] =] =] =]
System Templa support user 02/09/2013 14:23 special added: 12 INCH SOFT WOODEN BROOM COMPLETE COCO04
= special product
_hﬂm_w SEL (2032012 1419 Beyise SUCCEFOFD I
System Seniz Muharrem 26/04/2013 1326 Post SUCCEEDED
b System Seniz Muharrem 26/04/2013 1326 Order iled to onli jers@thamesmeadonline.co.uk - supplier: THAMESMEAD BUSINESS SE

The revision can be cancelled at any point during the process, removing any changes made and returning the Stores Order to
its original status.

It is possible for an authorised user to un-post an entire sales invoice batch if required. It must be remembered, however, that
this only performs the un-post within Templa-CMS, and not within the accounts system, meaning that on re-post in Templa-
CMS all invoices remaining in the batch would again be sent to Dimensions, possibly causing a great deal of duplication that
would need to be manually deleted before posting within Dimensions.

A securable function has been added to allow ‘sales invoice un-post’. For an authorised user, this function can be performed
on one or many invoices within a single posted sales invoice batch. On acceptance of the un-post of several invoices, the
following will be performed:

A new ‘ad-hoc’ invoice batch will be created

The selected invoices will be moved to the ‘ad-hoc’ batch, and marked as un-posted

The original (now smaller) batch will be re-summarised to ‘site transactions’ (i.e. the value of the un-posted invoices
will be removed from the reporting database)

The state of any affected stores orders (or indeed work-bills) will be re-assessed, and therefore set back to ‘not
invoiced’

Following the un-post, and based on whether further rollback is required (e.g. of GRNs), the user may then decide to delete
the ad-hoc invoice batch and its invoices.

al Invoice List - g
File Tools Help

) Close ) Open @ View @ Refresh JZa P

(3 Pro-formas @@ Change posted peried

D Reinstate @ Expandall @ Collapseall

Drag a column header here to group by that column

(| St Pa Invoice Clientcod Client name Site code  Site name Type Dated Net value Vatvalue  Gross value Sales analysis Source i

[=] (=] (=] (;] [= = [= [= = = [= O] = [= O]
> GPMP-MERIDIANDELTA GPMP  MERIDIANDELTALTD  GPMPO  GPMP1 Invoice 310512013 £64.14 £128 £7697 4090 Stores order receipt GPMPIOT
Y GPMP - MERIDIAN DELTA  GPMP MERIDIAN DELTALTD GPMPO  GPMP1 Invoice  31/05/2013 £25.89 £5.18 £31.07 4090 Stores order receipt GPMP/O1
3 JLSLPC - STANDARDLIF  JISLPC  STANDARDLIFEASSUR  JLSLFC/  JLSLPC LONDOM Invoice V052013 £8320 £1664 £39.84 4090 Stores order receipt JLSLPC/D
3 JLSLPC-STANDARDLIF  JLSLPC  STANDARDLIFEASSUR  JLSLFC/  JLSLPC LONDON Invoice 310512013 £21.20 £8.24 £3744 4090 Stores order receipt JLSLPC/D
o JLSLPC - STANDARD LIF JLSLPC STANDARD LIFE ASSUR JUSLPC/  JLSLPC LONDON Invoice  31/05/2013 £53.80 £11.96 £71.76 4050 Stores order receipt JLSLPC/O®

[ JLSLPC - STANDARDLIF  JLSLPC ~ STANDARD LIFE ASSUR JLSLPC/  JLSLPC LONDON Invoice  31/05/2013 -£32.13 -E763 -£4576 4090 Stores order receipt JLSLPC/
5 JLSLPC- STANDARDLIF  JISLFC ~ STANDARDLIFEASSUR  JLSLPC!  JLSLPC LONDON Imvoice 310512013 £7725 £15.45 -£9270 4080 Stores order receipt JLSLPCID'
5 JLTS- RAILWAY PENSIO  JLTS  RAILWAY PENSION NOMI  JLTSI1  JLTS LONDON Invoice 310512013 £2532 £5.06 £3038 4090 Stores order receipt JLTSI0T
5 JLTS- RAILWAY PENSIO  JLTS  RAILWAY PENSION NOMI  JLTSI1  JLTS LONDON Invoice 310512013 F1283 £257 £15.40 4090 Stores order receipt JLTSI0T
N JLTS- RAILWAY PENSIO JLTS  RAILWAY PENSION NOMI  JLTS1  JLTS LONDON Imvoice 10512013 £2331 £4.66 £2797 4090 Stores order receipt JLTSIT —
o JLTS - RAILWAY PENSIO JUTS RAILWAY PENSIOM NOMI JLTS/01  JLTS LONDON Invoice  31/05/2013 £3824 £7.85 £47.09 4050 Stores order receipt JLTSI01 -
Y JLTS - RAILWAY PENSIO JUTS RAILWAY PENSIOM NOMI JLTS/01  JLTS LONDON Invoice  31/05/2013 £381.30 £76.26 £45756 4080 Stores order receipt JLTSI01 -
5 JLTS-RAILWAY PENSIO  JITS  RAILWAY PENSION NOMI  JLTSO1  JLTS LONDON Invoice 310512013 £77250 £154.50 £927.00 4080 Stores order receipt JLTSI01
5 JLTS- RAILWAY PENSIO  JLTS  RAILWAY PENSION NOMI  JLTSI1  JLTS LONDON Invoice 310512013 £3165 £6.33 £37.98 4090 Stores order receipt JLTSI0T
5 JLTS- RAILWAY PENSIO  JLTS  RAILWAY PENSION NOMI  JLTSI1  JLTS LONDON Invoice 310512013 £2532 £5.06 £3038 4090 Stores order receipt JLTSI0T
N LMS-MARSFENSIONT — LMS ~ MARSPENSIONTRUSTE  LIMSO1  LIMSLONDON Imvoice 10512013 £66.92 £13.38 £80.30 4090 Stores order receipt LIMS/O1 -
N LMS-MARSPENSIONT  UMS  MARSPENSIONTRUSTE  LIMSO1  LIMSLONDON Imvoice 310512013 £92.82 £12.56 £11138 4080 Stores order receipt LIMS/D1 -
Y LIMS - MARS PENSION T LMs MARS PENSION TRUSTE  LIMSIO1 LIMS LONDON Invoice  21/05/2013 £471 £0.34 £565 4090 Stores order receipt LIMS/01 --
5 LIMS- MARSPENSIONT  LIMS  MARSPENSIONTRUSTE  LIMSO1  LIMSLONDON Imvoice 310512013 £2540 £5.08 £3048 4050 Stores order receipt LIMS/DT -~
£2987353 £596474| £3578827
< >
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Note: It will remain the user’s responsibility to raise any necessary credits within Dimensions.

As with sales invoice batches, it is possible for an authorised user to un-post an entire purchase invoice batch, and again this
only performs the un-post within Templa-CMS.

A securable function has been added for ‘purchase invoice un-post’. For an authorised user, this function can be performed
on one or many purchase invoices within a single posted purchase invoice batch. On acceptance of the un-post of several
purchase invoices, the following will be performed

A new purchase invoice batch will be created

The selected invoices will be moved to the new batch, and marked as un-posted

The original (now smaller) batch will be re-summarised to ‘site transactions’

The state of any affected stores orders (or indeed work-bills) will be re-assessed, and therefore set back to ‘not
purchase invoiced’

Following the un-post, and based on whether further rollback is required (e.g. of GRNs), the user may then decide to delete
the purchase invoice batch and it’s invoices, or amend the invoices to re-match to the correct stores orders.

Note: It will remain the user’s responsibility to raise any necessary credits within Dimensions.

i il Purchase Invoice Register = =
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A securable function has been provided for ‘GRN un-post’. For an authorised user, this function will only be accessible if no
sales or purchase invoices are referencing the GRN in question (even if the sales or purchase invoices are un-posted, they
must not exist to un-post the GRN).

On acceptance of the GRN un-post, the GRN details will be set to a ‘new’ status and the state of the associated stores order
will be re-assessed, thus returning it to ‘awaiting delivery’ (assuming there are no other posted GRNs for the same stores
order). For a ‘transfer’ order, re-allocation of the stock ‘picked’ and ‘on-transfer’ will automatically take place as part of this
process. For a ‘to stores’ order, any stock movement created by the posting of the GRN will be reversed.

Once the GRN has been un-posted, the user is free to amend or delete as required.

A securable function has been provided for ‘stores order un-pick’. Where multiple picks have been performed on a stores
order, they must be un-picked in reverse sequence. For an authorised user, this function will only be accessible if there are no
GRNs associated with the picking number selected for un-pick (even if the GRNs are un-posted, they must not exist in order to
un-pick a picking number).
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On acceptance of the un-pick, the picked quantities within the picking number will be removed, and the state of the
associated stores order will be re-assessed, thus setting its status appropriately and removing any stock allocations.

it Stores Order Details - JLGS LONDONO1 dated 01/02/2012 required 08/02/2012 (from RCCP REGULAR) = =
© File Tools Help
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| @ Workflow [3) Documents @ Deliveries [ Purchaseinvoices %3 Expandall ® c:.napseau
Stores Order | Dates —
® Transfer () Tostores () Direct (Lnopick|
Order number | 5 Clientorder ref | JLGS | | Special instructions | Request notes
Ste JLGS LONDON )]
Deliverto  [Site | Contact [ inot se) |
Contract  |JLGSIDI - JLGS LONDONO! e ——
Orderdate | 0110272012 Required date | 08/02/2012 Materals | C oo Bt
Budget  Spend  Pending This  Totel Available Description G
Ordered by | Hugo Burges 9| » 132 u 0 0 u 98 Monthly
| Transfer detals | B u 0 0 u 361 Rolling quarter
| Rece ReGULR G 1,581 N 0 0 3% 1547 Rolling year
pick 1 Drag a column header here to group by that column.
Template Category Group Froduct Qty Unit Unitcost Zero cost Vst code Frice group Zeroprice  Unit price: Ui
pick 2 b3 Mops Janitorial ltems | 160Z MULTI YAR 15 ltem £1.680 Standard Rate Not appl £0.000 h
Iy Scouring Pads  Janitorial lems | GREEN SCOURE 2 hem £1100 Standard Rate Not appl £0000 R
o ScouringPads  Janitorial tems | SPONGE SCOU 2 hem £2670 Standard Rate Not appl £0000 B

Stores Order Un-post

A securable function is provided for ‘stores order un-post’. For an authorised user, this function will only be accessible if there
are no GRNs or picking details associated with the order (even if the GRNs are un-posted, they must not exist to un-post a
stores order, they should be un-posted and then deleted). On acceptance of the stores order un-post, the order will be set to
an ‘approved’ status. Once the order is un-posted, the user is free to amend or delete it as required.

Stores Order Details - RICO 4TH 01 dated 26/04/2013 required 29/04/2013
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RETURNED GOODS

Where ‘goods receipts’ are entered in error, the existing process for un-posting can be used to reverse the effect of this error.
However, there are occasions where the GRN was correctly entered, and possibly even re-charge invoices have been sent, but
that the goods are ultimately returned from the site. Whilst this can be un-done by careful un-posting and the creation of a
manual credit for the re-charge, this process is long winded and therefore not ideal in this scenario.

A ‘goods return’ process now exists to make this process easier for the user. This process is securable via the ‘Goods receipt -
return’ function.

For a user with the above new function, a new toolbar button will be available on any posted ‘Goods receipt’, as below

N
"3 Goods Receipt Details - dated 06/02/2012 from THAMES - THAMES (=] E e
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When selected, the user will initially be prompted to confirm whether this is a ‘full’ or ‘partial’ return, and will subsequently be
presented with the ‘Goods Return Details’ window.

i

,
o Ao o

A Would you like to fully return this goods receipt?
& By clicking no you will perform a partial return.

fl Yes No | Cancel

GOODS RETURN

On the ‘Goods Return Details’ screen, all details including the return line will be pre-built from the goods receipt that has been
selected for return. Where the user specified ‘full return’ the return quantities will be auto-completed from the original
delivered quantities.

711 Goods Return Details

i File Tools Help
i () close b save kel Saveand new [ Notes ¥ Attachments ) Process sheets

{ (g Confirm return =@ Expand all ® Collapse all
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On the header section, the user will be able to enter the return date, and return notes. All other header details will be view
only, having been brought forward from the receipt.

On the lines, the user may enter a returned quantity that does not exceed the delivered quantity of the GRN line being
returned. Itis possible to record multiple goods returns against a single goods receipt. Where this is done, TemplaCMS will
be keeping track of the total returned quantity at GRN line level and, as such, will know the quantity that can be returned.

As each return quantity is entered, the associated stores order line will become under-delivered. As such, the user will at this
point be able to specify whether to remove the remainder, i.e. confirming that it will never be re-delivered. Unlike receipt
processing, the remove remainder flag will NOT default from the System Control setting but instead will be un-ticked.

It is not possible to add or remove lines from the return. Where a line is not required to be returned, the return quantity
should be left as zero.

On pressing the ‘Confirm return’ button, the goods return details will be posted.

Where a return line relates to a ‘rechargeable’ receipt line, the new return line will become eligible to be credited, even if the
original receipt has not yet been invoiced.

For a return on a ‘transfer’ order, a ‘stock in’ transaction will be created on the internal stores site in order to return the goods
to stock. This transaction will take its unit cost from the cost of the receipt line being returned.

For a ‘to stores’ order, a ‘stock out’ transaction will be created to remove the goods from stock. As with any other ‘stock out’
transaction, this process will require allocation of the required stock. The routine will attempt to allocate directly to the
‘stock in’ transaction of the receipt line being returned, although if this is not possible, normal FIFO stock allocation will
occur. Ifitis not possible to fully allocate the stock out (i.e. there is insufficient free stock) the confirmation process will fail
and the user must amend the goods return details.

On completion of the ‘Confirm return’ processing, the overall state of the stores order will be re-assessed and as such its
status could be changed.

As a goods return line is in effect simply a negative goods receipt line, where a credit is necessary (i.e. where the original GRN
line had previously been invoiced) it will implicitly be picked up during re-charge invoicing, thus crediting the client.
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» TEAM Software

by WORKWAVE

TEAM Software develops market-leading solutions for companies with distributed workforces. TEAM has a focus on the cleaning
and security industries helping the companies who serve these sectors manage and optimise their business; from front line
service delivery to back office financial management. TEAM’s technology is designed to help improve productivity, employee
engagement and profitability, and at the same time help control cost, risk and compliance. For more information, visit
teamsoftware.com.



